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) years youns.,.. 





and still the best friend 
a secretary ever had 


He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 
gals can enjoy their “after five” hours. He helps them 
take pride in their daily work... and they are happier, 
the boss is happier, the clients are happier, everyone 
is happier. 


His name 


Panama-Beaver 


S 


For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 


many secretaries during the 

9) ) ' 2 
© course of the day. All 
@ PANAMA-BEAVER products 


are Vision Engineered, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons that 
harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 
Find out how PANAMA-BEAVER can become a 
) non-salaried hard working experienced employee in 
your office. Call your local PANAMA-BEAVER 


Man, always a live wire! 


/” 7? 
Ape: EAVER 
CH 
MAniFoLp SupPiies Co. 
19 Rector St. New York 6, N. Y. 





























Since 1896 — ‘The LINE that can’t be matched.’ 
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...no other typewriter makes it so much easier 
for you to do a wonderful job! 











The IBM Electric can help you get 
ahead of “piled-up” work! That's be- 
cause you turn out your typing so much 
faster and better when electricity does 
the hard work for you! When typing on 
the IBM Electric, you use 95.4% less 
“finger-effort” than a manual requires! 





Just think how much fresher you'll feel 
throughout the day. 

Of course the boss will be delighted 
when you're doing a better job than 
ever—and when his letters are as hand- 
some as only the IBM Electric can make 
them. So suggest a call to IBM today! 








ELECTRIC 








rIBM 


—OUTSELL ALL OTHER ELECTRICS COMBINED / 


TYPEWRITERS 











Choose from 7 exciting colors: Larkspur Blue, Yellow 
Jasmine, Midnight Blue, Woodland Green, Tropic Tan, 
Dove Grey, Cascade Green (last 3 at no extra cost). 
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N OUR COVER—Full-skirted prin- 
( ) cess-line dress with a flattering s« oop 
neckline, by Jonathan Logan. Made of 
D’Orllano—the orlon fabric that looks and 
feels like cashmere, washes in a jiffy, and 
never has to be ironed. Sizes 5-15; $24.95. 
In cream, camel, nutmeg, gold, crimson, 
and sapphire. 

Our cover girl this month is Virginia 
Underhill, a young married secretary ot 
Richmond, Virginia. Ginie—as her friends 
call her—is the subject of our “Appoint- 
ment with Today’s Secretary” feature for 
November. Typical of the many working 
wives who combine homemaking with a 
career, Ginie is secretary to the director of 
advertising and publications at Southern 
States Co-operative, Inc. Her job, het 
home life, and her beauty routine are all 
covered in this month’s issue. 

Ginie may also be seen on the fashion 
pages of our “Good Looks Section” be- 
ginning on page 25. All clothes are from 
Miller and Rhoads department store, Rich- 
mond, Virginia. For the store in you 
area, write to Topay’s SECRETARY. 


CPS Examination 


SECRETARIES are better than ever, accord- 
ing to a recent announcement from the 
National Secretaries Association. There 
are now 983 Certified Professional Secre- 
taries in the United States. This new total 
was reached when 211 secretaries passed 
the sixth annual CPS examination held 
recently. 

Sponsored by the NSA, the examination 
is aimed at giving secretaryship profes- 
sional status. Based on actual secretarial 
duties and responsibilities, it extends over 
two days and includes personal adjust- 
ment and human relations, business law, 
business administration, secretarial ac- 
counting, secretarial proficiency, and sec- 
retarial procedures. In order to receive 
the CPS rating and certificate, all parts of 
the test must be passed. 

Qualified secretaries twenty-five years 
of age or older are eligible to take the 
twelve-hour examination. This includes 
men as well as women—members or non- 
members of the National Secretaries As- 
sociation. Inquiries and applications for 
the next examination may be directed to 
the National Secretaries Association, 222 
West 11 Street, Kansas City, Missouri. 











Beautyrite puts 


carbon copy 
perfection 


right at 
your 


finger tips! 


pen a folder of Beautyrite Carbon Paper 
and you have the key to the finest carbon copies 
in the world. Run your fingers across it — see, 
it doesn’t smudge. Carbon-stained fingers are 
a thing of the past with Beautyrite. And it 
gives up to 15 clear, crisp copies at one typing. 
No more double typing jobs. 


Beautyrite’s secret? It’s the unique carbon 
formula — virtually a “revolution” in carbon 
paper. This formula is the result of years of 
research to find the right combination of waxes, 
dyes and toners to keep every typewritten char- 
acter rich and sharp on copies — and smudge- 
proof under normal handling. Try Beautyrite 
yourself and see what perfection it brings. 


Write for free samples to: Remington Rand, Room 
2120, 315 Fourth Avenue, New York 10. 


Memington. Fland 


DIVISION OF SPERRY RAND CORPORATION 







TODAY’S SECRETARY @ November, 1956 



















HESE five plastic belts are DICTABELTS— 

Dictaphone’s unique dictation record. On 
them, your boss could put the dictating he’s 
likely to do in a whole week. 

What’s it to you? Well, what secretary 
doesn’t want to do her transcribing the easiest 
and quickest way—and without errors? Who 
doesn’t want to say goodbye to overtime— 
and “‘hello’”’ to an evening’s fun, instead? 

DICTABELTS and Dictaphone’s TIME- 
MASTER dictating machine do the trick. Boss 
picks up the mike and gets the work off his 


Easiest way to take a week’s dictation 





mind any time he likes—day or night. Doesn’t 
interrupt your work for a shorthand session. 
You type from crystal-clear DICTABELTS lots 
easier than from shorthand notes. You con- 
trol volume, tone, speed... and can repeat 
any words instantly. 


One result: you’ve got more time to learn 
the business . . . help your boss in new ways 
that make you more important. Get all the 
Dictaphone facts and pass ’em on to the boss. 
You'll both be glad you did. Write Dictaphone, 
Dept. TS, 420 Lexington Ave., N. Y. 17, N. Y. 


DICTAPHONE ocorrorarion 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto... im 
The Dictaphone TIME-MASTER dictating machine. England, Dictaphone Company, Ltd., 17-19 Stratford Place, London W.1. Dictaphone, Time- 
“Takes the words right out of your mind.” Master and Dictabelt are registered trade-marks of Dictaphone Corporation. 
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Gets the ' 


onthe cleaner instead 
of your fingers 


AW.FABER 





The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW.Faber label. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 


c 
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A delightful gift for the career girl 
who likes to prepare different and excit- 
ing recipes—The Chamberlain Calendar of 
French Cooking, compiled and edited by 
Narcessa and Narcisse Chamberlain, with 
photographs by Samuel Chamberlain. The 
calendar has a threefold purpose—it gives 
you space tor notation of week-by-week 
engagements; escorts you, through its pho- 
tographs, on a “trip” through the French 
countryside; and invites you to try tempt- 
ing samples of French culinary skill. At 
the end of the year, the calendar pages 
can be removed, le avInNg a cookbook of 
seasonally arranged and easy-to-prepare 
recipes. Price—a reasonable $1.50. If not 
available at your local bookstore, write for 
further information to Hastings House, 
Dept. TS, 41 East 50 Street, New York. 


“I believe that the way to be more com- 
fortable is to be informed,” says Magi 
Maxwell, editor of 101 Office Short-cuts. 
Her collection, based on research, is in 
plastic-bound handbook form—contains 
tips that will make your day at the desk 
more efficient with less effort. Gathered 
from America’s businessmen and business- 
women, hints are grouped into six sections: 
“Shorthand Short-cuts,” “Typing Tips,” 
“Filing Hints,” “Phone Pointers,” “Mailing 
Memos,” and “Miscellaneous Ideas.” Edi- 
torial comments are interspersed to make 
reading enlightening—and fun, too! An 
added note—Magi Maxwell pays $1 on 
publication for any tips accepted. 

Copies of 101 Office Short-cuts may be 
obtained for just $2 each from Real New 
Books, Dept. TS, Box 1432, G.P.O., New 
Yorx 1, N.. fT. 


The New Webster's Vest-Pocket Dic- 
tionary is only 2% by 5% 
contains more new words 
“high fidelity,” some of 
them) than are often found in larger dic- 
tionaries. Other outstanding features in- 
clude clear type, an easy key to pronunci- 
ation, and syllabication of each word. To 
make this dictionary even more useful, 30 
pages of important miscellaneous informa- 
tion have been added. 
tains lists of and given 
names, air-raid instructions, weights and 
measures, and symbols and atomic weights 
of the elements. Keep it in your desk or 
purse for quickie references. 

The New Webster's Vest-Pocket Dic- 
tionary is published by Ottenheimer, 23 S. 
Howard Street, Baltimore 1, Maryland. It 
is priced at 90 cents and is available at 
department stores, stationery stores, and 
newsstands everywhere. 
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trace 
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No mistake about it! 
No eraser in the past 
fifty years has made 
such an impression as 
AWM. FaBeER’s pencil- 
shaped, white-polished 
ERASERSTIK. 


It is an important 
tool for every girl 
who is ambitious to get 
promotions and pay 
increases—because it 
helps her turn out 
beautiful letters. 
ERASERSTIK erases 
without a trace, leaves 
no frizzles, no ghosts. 
Takes out a single 
letter without blurring 
the word. 


No mistake about it, 
ERASERSTIKS are office 
pets—and so are the 
girls who use them. 
Pick up a couple today. 








AWFABER ©RASERSTZIK 












AW FABER &RASERSZIK GLEE 0.8.A.7099 





7099 without brush 10¢ 
7099B with brush 20¢ 


A.W.FABER 


CASTELL 


PENCIL CO 
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RITE-LINE copyruoiper 


SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~—“ 
RITE-LINE CORP. 
4209 39th St., N.W., Washington 16, D. C. 





| Please send me a free copy of your Folder. 





| Name 





State 








| 

| 

| 

| Address | 
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| city Zone 
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IN DUPLICATING 
ga !S HERE! 


a button you can print 
110 copies per 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


st a fract ‘= ‘ r Dy 


Heye 





THE HEYER CORPORATION 
1864 S. Kostner Ave., Chicago 23, til. 
1 Please send free booklet and details on Automation in Duplicating. 
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Ask the Experts... 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice ...Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting ......... Harold H. Smith 
Business Arithmetic .. Vivian W. Kline 
Shorthand .......... Charles E. Zoubek 
ae Gilbert Kahn 





Q. While on a trip, my friend lost his 
money and couldn't pay his hotel bill. The 
hotel refused to let him take his baggage. 
belonging to 
Did the hotel have the right 
to hold the typewriter? 


which included a typewriter 


his employer. 


A. Regardless of 
hotel has a lien 


real ownership, a 
for the amount of proper 
charges due by reason of service fur- 
nished a guest—on baggage and any other 
property brought into that hotel by the 


guest. 





Q. How should an individual sign letters 


for his superior? 


A. The following suggestions represent 
approved practices for signing business 
letters and reports for another. 
An actual secretary signs as “Secretary 
to Bir. «<<. *: thus: 
(her signature) 
Secretary to Mr. ———— 
If the signer is not actually the secre- 
tary, however, “For” is used; thus: 
(her signature) 
For Mr. ——— 
When one signs for another in aa of- 
ficial capacity, “By” 
Robert Haines, Treasurer 
By (signature) 
Jay Noyes, Assistant Treasurer 


is used: thus: 


Q. | work in a law office, 


our clients offer me money for the work I 


and quite often 


do for them. This work, however, is part of 
my job, and I don’t know whether to accept 
or refuse these tips. If I do refuse them, how 
should I do so? I have asked my employers 
what they think of this, but they don’t care 


one way or another. 


A. You are surely in an embarrassing 
position when clients offer to pay you for 
doing work for which you are already 
being paid by your employer. 

Actually, the only ethical procedure is 
to tell such clients that the work is part 
of your duties and that you feel that you 
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should not accept additional compensa- 
tion. We believe that such a stand on your 
part will impress your employers and 
eventually lead to greater monetary re- 
turns than the temporary compensation 
would be. 

If a client wishes to give a token of 
his appreciation, a much better way to do 
this is to present the se retary with a 
small gift of candy, flowers, or costume 
jewelry. 


QV. We have been discussing appropriate 
dress, and the question that has arisen is: 
Is it permissible to wear gloves and not 


wear a hat? 


A. It has usually been considered that 
a hat is necessary to good grooming. To- 
day. however, with the trend toward infor- 
mality, many appropriately dressed wom- 
en wear gloves and do not wear a hat. 
We might add, though, that it is 
safer to err on the side of conservatism. 
in job hunting. 
spective employer might frown on a hat- 


especially Some pro- 


less applicant. 


“is 
ae | 

~~ | 

INFORMATION @ 


¢ 


Q. Why is it that certain outlines in Gregg 
shorthand are longer than they used to be? 
I've noticed that many words that were for- 
merly brief forms are now written in full. 


A. A few years ago, we did research to 
determine why stenographers did not 
write as fast as they should. The research 
showed that many writers lost more time 
trying to recall a brief form than the time 
they saved by using it. Furthermore, most 
stenographers wrote complete outlines for 
many words taught as brief forms in the 
Manual. 

That first study led to another. We 
wanted to ascertain whether the length 
of an outline had anything to do with the 
time required to write it. We discovered 
that it was easier to write out a longer 
word than to stop and try to remember 
its brief form. So, when Gregg Shorthand 
Simplified was introduced in 1949, it was 

(Continued on page 63) 




























yours for better letters: 


7 BIG ADVANTAGES 


on the world's finest 
sta idard typewriter 


On the Smith-Corona “ Eighty-Eight,” 

no less than seven time-and-effort-saving 
features work hand in hand to help 
produce finer correspondence... faster: 

1. “Response-O-Matic” Action—for a typing 
response unmatched by any other make. 


2. Amazing Page Gage—to take the 
guesswork out of page-end typing. 


3. Instant-Set Margins—the smoothest, 
fastest, margin-setting system ever devised. 
PLUS: 4. Total Tab Clear Lever... 

5. Colorspeed Keyboard... 

6. Coordinated Scale System... 





7. Interchangeable Platens. 


Call your local Smith-Corona representative 
for an eye-opening demonstration. 


3) Smit h -Coron a Inc Syracuse 1 New York Branch Offices or Dealers in Principal Cities 
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Here’s Controlled 


SPEED- 
ERASING! 





This is the wood-case eraser you've 
‘ really been looking for! Pencil- 
i: size; thin, hexagonal-shaped, with 
balanced control for clean, fast 
erasing. Made in 2 styles: No. 
- 3650 Graypoint, with attached 
; brush to whisk away eraser 
bs crumbs; No. 365 Graypoint, with- 
' out brush. 


ASK YOUR STATIONER OR OF- 
FICE MANAGER FOR THESE 
WELDON ROBERTS ERASERS. 
/ Made to fit comfortably in your 
| hand. Sharpen them with a knife 

or pencil sharpener, as you sharp- 
| en your pencils. They cleanly 
erase sentences, words and even 
q single letters. Get them today! 





WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


oranges eee 


Waldon Robes 
Eanes 









OFFICE SHOPPING CENTER 





Memo Holder 


sports 


a golden dachshund that 
tail. Also a 
paperweight. He's a very helpful and at- 
tractive office-desk pal. Or take him home, 
where he'll holding 


pretzels instead of notes—you'll find many 


notes on his sturdy 


entertain guests by 
uses for him. Khinestones placed in eves 


and ears give him a festive air. A unique 








Christmas gift. Just $1, postpaid, from 
Jewelry House, Dept. TS, 31 West 47 
Street, New York 36, New York. 


Sparkling conversation pieces when 
placed on any desk. Useful and attractive, 
too. The pencil sharpener and tape meas- 





” Who’s Got That 
Jones Estimate? 


Tearing the hair only makes for ulcers. 
Keep your papers filed the Acco way and 
stay happy. Your estimates, orders, cor- 
respondence, invoices —all your business 
records — are always where you want them, 
when you want them, when you use Acco- 
press Binders or Accobind 
Folders in your files. Made 
of durable pressboard (choice 
of 5 colors) to last and last. 
Loose-leaf binding at a low 
price. Sizes to fit all your 
needs—and to bind from a 
single sheet to a six inch pile. 
Acco equip your files now. 
Ask your stationer. 








ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


In Cay icco Canadian Co., Ltd., Toronto 


ada 








ure are covered with white shells—the 
gold-colored piggy bank is light enough to 
hang on the Christmas tree. Tiny, simu- 
lated seed pearls add a touch of glamour 





to the mirrored lipstick case. Pig shape 
gives the tape measure a new twist. All 
items (except the lipstick case) are lib- 
erally sprinkled with colored sequins to 
add a gay touch. Order now for office 
Christmas presents. Only $1 each. Any 
three items for $2.75; any five for $4.50. 
All prices are postpaid. From Whitney 
and Rogers, Dept. TS, 23 Fox Meadow 
Road, Scarsdale, New York. 


As shiny and colorful as the glint of 
holiday ornaments—the new Paper Mate 
“Capri” pen reflects the gleam of Christ- 
mas. Two-in-one gift-each pen comes 
with the “piggyback” refill that boasts two 
separate points and two ink supplies. One 
refill rides piggyback style atop the other, 
inside the pen. Each unit has Paper Mate’s 
exclusive silver-tipped writing point. 

Latest Capri model comes in jet, char- 
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coal, flame, and aqua—all with jewelry- 
finish chrome tops. Individually gift-boxed 
for Christmas. Only $1.95. Available in 
drug, department, and _ stationery 
everywhere. 


stores 


Mighty-Kleen—a new, waterless, liquid- 
hand that just been 
developed by the American Detergent 
Company. It quickly and efficiently re- 
the difficult stains—gentian 
violet, hectograph, marking and printing 
inks, dyes, mastics, and carbon. Ideal for 
on-the-job use. 

This multiple-action hand cleaner in- 
corporates special skin-conditioning oils 
and lanolin, as well as 


cream C leaner has 


moves most 


a healing agent 
and an antiseptic; yet it is as mild as 
facial soap. 

Mighty-Kleen is available in 1- and 5- 
gallon cans, 15-, 30-, and 55-gallon drums, 
and the popular-sized 12- and 32-ounce 
dripless spout Further informa- 
tion may be obtained by writing to the 
American Detergent Co., Inc., Dept. TS, 
370 Seventh Avenue, New York 1, New 
York. 


cans. 


“Coffee Call”—wherever you may be! 
Perfect gift for a co-worker, or an imper- 
sonal present for the boss. Mug is made 
of white pottery and is trimmed with blue 





rim and writing. No doubt about when 
the last drop of coffee has been drained— 
“The End” is printed on the inside bottom 
of each mug. Capacity, a brimming 8 
ounces. Price, postpaid, $1.95. Available 
from The Edwin House, Dept. TS, 149 
West 4 Street, New York 12, N. Y. 











THE BOSS 





SPEAKS OUT 








Open Letter 
To Ten Secretaries 


BY PETER A. SCHNEIDER, Manager of Advertising, 


Publicity, and Sales Promotion, Dennison Manufacturing Company 


NCE THERE WAS an execu- 

tive who had ten secretaries— 

not all at the same time, of course, 

but one at a time in different places 

and different jobs over a period of 
thirty-five years. 

The ten secretaries, throughout 
those thirty-five years, contributed 
toward a gift that this particular 
executive considered the finest gift 
ever presented to a boss by his 
secretaries. 

After three-and-a-half decades 
of being an executive had passed, 
this boss felt inclined to write a 
letter to his ten secretaries thank- 
ing them for the gift. And, because 
he felt that many other bosses 
shared his sentiments and might 
like to voice a similar “thank you,” 
he decided to write an open letter 
to Topay’s SECRETARY. 

[When we read his letter, we 
found it was much more than a 
thank-you note. We _ discovered 
why these ten secretaries merited 
an open letter, and we were im- 
pressed with the reason. Because 
we feel that other secretaries may 
be interested in this executive's 
observations, we are publishing the 
letter in this month’s “The Boss 
Speaks Out.”—Ed.] 


“Dear Secretaries: 

“Your boss wants to say “Thanks’ 
for the gift of time you have pre- 
sented me with in the past thirty- 
five years. 

“You determined the responsi- 
bilities and the scope of my job in 
our first discussion about my work. 
From the beginning, you remem- 
bered to intercept correspondence 
on subjects not within my jurisdic- 
tion and redirect it through the 
proper channels. 

“You read and signed routine 
correspondence and referred to me 
only relatively important letters. 

“You remembered that the tele- 





phone can be a terribly time-con- 
suming tyrant. Therefore, you tried 
to evaluate each phone call and 
take messages on the less important 
subjects. You developed unusual 
skill in determining which tele- 
phone calls should be put through 
to me and which could be handled 
just as effectively by you. When 
your boss couldn't drop what he 
was doing and rush to the phone, 
you cultivated admirable patience 
in handling those pseudo-execu- 
tives who lose their manners at the 
other end of the telephone. 

“You remembered to read incom- 
ing letters and mark the important 
sentence or paragraph for quick 
reading and decision. 

“You remembered that there are 
times in my work when interrup- 
tion can retard the momentum of a 
creative conference. At those times 
you protected me from needless in- 
terruption. 


By REMEMBERING these things, you 
saved me at least ten minutes a day 
in connection with each one of 
these six time-destroyers. Adding 
them together, you saved me at 
least sixty minutes a day. That 
means that in the past thirty-five 
years you increased my office work- 
ing time a total of 8,050 hours— 
hours that were equal to 1,006 
days, or 201 weeks. 

“Isn't it amazing that by remem- 
bering to do these six things every 
day, you gave me four extra years 
of office working time in thirty-five 
years! 

“That is why I am writing to say 
‘Thanks’ for the fine gift you sec- 
retaries have given me. It doesn't 
lend itself to gift wrapping, or a 
fancy bow, but it is real and valu- 
able and cherished just the same— 
the gift of one thousand and six 
days of working time in _thirty- 
five years.” 
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Nome 


Address 





City 


How to Be Very, 
Very Popular... 





Give Him Some Real Help 
With His Business Gift List 


It’s so easy to be helpful (and so 
rewarding)! Just send for the 
free booklet that tells him about 


PINNACLE’S 


Frut-o'the-Calendar 


GIFT CLUBS 


These are the clubs 
his business friend 
and clients love to be- 
long to! And when he 
gives Pinnacle's Fruit 
Club memberships at 
Christmas (as so many 
smart executives do) 
he'll receive a round 
of thanks that echo 

throughout the year 
Pinnacle’s colorful booklet shows 
him the complete selection of choice 
Club gifts...lavish boxes of fresh 
fruit in season, harvested and packed 
at its peak of perfection. Each gift 
box shipped throughout the year car- 
ries his name and 





greeting. Calen- 
‘ dar Clubs are a 


wonderful way to 
take care of his 
business gift list 
without fuss or 
Pre delay. 
<, Pinnacle Fruit o° the 
Oly te. Calendar Clubs stort 
os low as $11.65 
delivered. Perfect arrival guaranteed, 





Send for the Free Color Booklet toda 


Pinnacle Orchards 
PINNACLE ORCHARDS 
475 Fir Street 
Medford, Oregon 


Please send free Pinnacle Gift Booklet 








———E lil 





--« 
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Typing... 





/s 


Never 


like wearing 


“MAGIC 
GLOVES"! 





before such Golden Ease, 


such speed, such print-perfect results! 


Now, The Golden Age of Golden Touch! Suddenly 





(as if you’d put on “magic gloves”), your hands 
have exciting new precision with glorious, new 
typing ease. The new Underwood Golden Touch 
Electric sharpens your skill; saves your strength and 
precious time as no other kind of typewriter can. 
And for “Him”. . . truly print-perfect letters, with 
carbon-after-carbon-after-carbon print-perfect, too. 
P.S. Call your Underwood office today. 


See the Golden Touch Electrics in 5 smart new colors. 
Underwood Corporation, One Park Ave., New York 16, N. Y. 


new...underwood Alden Jouch 


Finger-Form Keys. ...for surest contact, smoothest typing. 
Keyboard Margin-Setting...... ends wasteful hand-travel. 
Multi-Carbon Dial.. 


Electric Ribbon Re-Wind..... ends messy ribbon-change. 


.gets you set for up to 20 clear copies. 


Cushioned Power...... for wonderful new, day-long quiet. 
Automatic Carriage-Return. . .ends tiresome carriage-fling. 


Personalized Type Styles........ for distinguished letters. 


UNGAEFWOO. sic i; dite joss: Qui Fok 
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with a 


DOUBLE “ 
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HEN RAIN BEGAN to pelt against her office 

windows one morning not long ago, Ginie Under- 
hill, a young married secretary of Richmond, Virginia, 
viewed the downpour hopefully. 

“No one will want to keep an appointment in this 
rain,’ she thought to herself. “Maybe things will be 
quiet here for a while, and I'll manage to get caught 
up on some of this work.” 


November 1956 
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LIFE 


BY GERRI HUDGINS 


he 








PHOTOS BY FRANK DEMENTI 


But, as secretary to William M. Corwin, who heads 
the department of advertising and publications for 
Southern States Co-operative, Inc., she was almost 
certain she was indulging in wishful thinking. How 
could it be otherwise, when Mr. Corwin and his staff 
annually create, develop, prepare, and print upwards 
of ten million copies of publications, booklets, 
pamphlets, folders, catalogues, posters, banners, and 


TODAY’S SECRETARY @ November, 1956 1] 




















.». IN RICHMOND 





merchandising display pieces; when they work with 
more than thirty radio programs; when they handle 
photographic assignments, produce slides, filmstrips, 
outdoor poster advertisements, and even a spot tele- 
vision program now and then. 

The very morning that Ginie had dared to hope 
for tranquility, things began to whirl. Within an hour, 
she had screened a number of telephone calls for Mr. 
Corwin. Sandwiched between the calls came an un- 
planned meeting with four members of management. 

Says Ginie: “The one thing that keeps me calm is 
the fact that Mr. Corwin is the kind of a boss who is 
free of ‘buzzitis. He likes to have many papers and 
folders at arm’s reach. In fact, I often hesitate to 
straighten his desk, for fear I'll misplace something. 
Then, too, he’s a master at organization.” 


IN REALITY, Mr. Corwin’s responsibilities are so numer- 
ous and intricate—a total of more than fifteen hundred 
projects fed through his department last year—that 
he must have a secretary who can use initiative, has 
a basic knowledge of advertising and the related facts 
of public relations, and can stay calm even though 


she has her fingers in many pies. 


Near Ricut: “Mr. Corwin is the kind of a boss 
who likes to have many papers and folders 

at arm’s reach,” says Ginie. When straightening his 
desk, she is particularly careful 

not to misplace anything. 


Far Ricut: Ginie’s boss and his staff annually create, 

develop, prepare, and print upwards of ten million copies of 
publications, booklets, pamphlets, folders, catalogues, posters, 
banners, and merchandising display pieces. At least 

three times a year, Ginie reorganizes the department's stock 
room. “But, with the large number of projects we handle, 
samples pile up so quickly that anything less than 

confusion is almost impossible,” she confesses. 


An over-all view of some of those pies looks some- 
thing like this: 

First, Ginie handles all Mr. Corwin’s dictation. 

“That amounts to stacks most of the time,” she says. 

Second, she answers inquiries for information about 
the Southern States Co-operative, Inc. Most of these 
requests are taken care of by sending out booklets, 
pamphlets, folders, or catalogues that are published 
by Mr. Corwin and his staff. 

Third, billing is a major duty. Ginie works with 
more than five hundred Southern States’ agencies, who 
are constantly ordering posters, banners, and mer- 
chandising display pieces. 

Fourth, she takes orders for over one hundred fifty 
thousand wall and pocket calendars a year and also 
does the billing for these items. 

Fifth, she receives droves of salesmen and other 
visitors daily. 

Sixth, at least three times a year, Ginie “weeds” 
and reorganizes the department's stockroom. 

“But, with the large number of projects we handle, 
samples pile up so quickly that anything less than 
confusion is almost impossible,” she confesses. 

Twenty-five-year-old Ginie has a quick, encompass- 


Mr. Corwin and his secretary examine a piece of finished art work for a new poster. When 


looking for a feminine viewpoint, Ginie’s boss often asks her opinion on various projects. 












ing grasp of things as they come up. She works har- 
moniously with the department's staff of 16—editors, 
artists, photographers, production men, and staff secre- 
taries. She respects company policies and co-operates 
with restrictions. She is punctual in arriving at work, 
despite homemaking duties, and she frequently brings 
her lunch to the office for two reasons. “It saves me 
money and gives me additional shopping time during 


the noon hour,” she explains. 


GINIES PREPARATION for her present position was char- 
acteristic of the planning and thought that is evident 
in every phase of her life. In 1951, after graduating 
from William and Mary College in Williamsburg, 
Virginia, Ginie came back to Richmond to live with 
her parents, Mr. and Mrs. Charles L. Crosby. They 
took an interest in their only child’s career. But, al- 
though they were anxious for her to begin it, they 
advised her to choose with care. 

Her entry to the business world was a stenographic 
assignment at Philip Morris. 

“That was exciting fun,” she recalls. “I guess I felt 
very important with a job on “Tobacco Row’ in the 
cigarette capital of the world,” she adds. 


On busy days, even Ginie’s lunch hour 
is punctuated by frequent telephone calls. 
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At first, Ginie was somewhat startled with the of 
fice procedure and discipline. “Even though | had 
studied shorthand and typing at college and had taken 
a brush-up shorthand course at the Pan American Busi- 
ness College in Richmond, I found it difficult to 
accept supervised routine,” she admits. 

A year later, Ginie heard, through a friend, of an 
opening in the office of John Stuart Battle, then Gov- 
ernor of Virginia. 

“It sounded like a forward move, so I applied for 
the job. I was accepted as a third secretary in the 
Governors office. Even though the salary was less, 
I took the job because I felt the need for more diversi- 
fied experience,’ she explains. 

In spite of thé fact that she had only an occasional 
chance to take the Governor's dictation, his example 
as a statesman, leader, and man of humility left a 
lasting impression on Ginie. 

“The experience actually gave me an insight into 
what it takes to deal tactfully and in a pleasing man- 
ner with the public,” she points out. “And _ surely 
my present position demands a large measure of pa- 
tience, understanding, and a desire to please the hun- 


dreds ot people we deal W ith.” (Continued on page 92) 
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LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 63) 


words / can be teasers 


Short for What? 


For what words or phrases do the following frequently used abbreviations stand? 


1. anon. 2. approx 3. atty. 4. ctge. 5. Conn. 6. contd. 7. ex lib. 8. Messrs. 9. r.p.m. 10. vs. 


Geographic Spelling Demons 


What's 


Which of the following frequently used place names are misspelled? 


1. Abileen ( Texas ) 4. Baton Rouge ( Louisiana ) 7. Fitchburg ( Massachusetts ) 
2. Anapolis (Maryland ) 5. Berkley (California ) 8. Pasedena (California ) 
3. Ashville ( North Carolina ) 6. Cincinati ( Ohio ) 9. Pittsburg ( Pennsylvania ) 


the Time? 


Some of the verbs below do not indicate the time correctly. Make the necessary changes. 


1. I have written to her yesterday afternoon to ask her for 41. We have discovered several defects in the machine last 
an appointment. week. 

) y .. . . , . ct . ~ ° 

2. Every time I come to that word, I hesitated. 5. I shall have completed the assignment before I leave 

3. Up to now, we have not received a message from him. this Friday. 


Phony Definitions 


Each of these frequently used business words is followed by an absurd definition. What does each one 
really mean? 


1. Carton. A humorous drawing. 6. Judicious. Pertaining to a judge. 

2. Postdate. The date on which a letter is posted. 7. Realty. That which is real. 

3. Statute. A carved image. 8. Equitable. An activity that one may quit. 

4. Bullion. A broth. 9. Closing the books. Being sure no books are left open 
5. Collusion. A clash. on desks at the close of the business day. 


Oh, Those Pronouns! 


14 


From the pronouns within the parentheses in each of the following sentences, select the correct one. 


1. I will make my explanation to no one but (he, him). 6. If I were (she, her), I should be ashamed. 

2. Is Jack as tall as (he, him)? 7. Janet types faster than (1, me). 

3. If only the winner could have been (we, us)! 8. (Who, Whom) are you calling? 

1. There is no doubt as to (who, whom) is to blame. 9. (We, Us) boys have signed up for active service. 

5. La. See the candy between Helen and (she, her, 10. ie ase hand this file to (whoever, whomever) calls 
erself ). or it. 


TODAY’S SECRETARY @ November, 1956 











The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


For Beginners Only? 


HILE LOOKING FOR a new 
\ job recently, I was surprised 
to find that employment people 
asked me to take a shorthand and 
tvping test. I've always considered 
mvself a good secretary, and | 
think that mv record of two secre- 
tarial jobs—both paying good sal- 
aries—in the past ten years proves 
my point. Yet no one seemed to 
take this into consideration. | 
found myself waiting for appoint- 
ments, filling out long, detailed 
forms, and taking tests—all of which 
| felt were a waste of time. Is it 
necessary for an experienced sec- 
retarv to go through this “rigama- 
role” when job hunting? 


IN ORDER TO BE a successful job 
seeker, there is one important rule 
that you must follow. You must 
assume the role of a salesman. You 
have a product to sell—the skills. 
experience, appearance, and_per- 
sonality that, put together, make 
you! Rarely is it enough simply to 
tell a potential buyer about vour- 
self. You usually have to demon- 
strate the product your're selling as 
well. 

I have met a number of secre- 
taries who, like yourself, have a 
great deal of experience. They, 
too, seem to feel that tests are for 
“beginners only.” It is interesting 
to note their reactions when they re 
asked to take a test. Some look 
puzzled, others nervous. Still others 
appear confident and self-assured. 
There are those who refuse to take 
any test at all. 

When an applicant turns thumbs 
down on a test, I can only assume 





that either her skills are weak or 
that she isn't really interested in 
the job. If an applicant finally 
agrees to take a test, does poorly 
on it, and then makes weak excuses 
for her errors, I can't help feeling 
that she will react the same way 
once she’s on the job. Both types— 
the Thumbs-Downer and the Ex- 
cuser—would be bad risks as em- 
plovees 

[ can sympathize with the feel- 
ings of an experienced secretary 
who is asked to take a shorthand 
test before she learns anything 
about the job. If you should run 
across an interviewer who asks you 
to take tests as soon as you enter 
her office, tell her you will be glad 
to do so after you have learned 
more about the job opening. 

I've also interviewed applicants 
who look at the standard manual 
typewriter and exclaim that they 
can work on an electric typewriter 
only. If you're ever in a similar 
situation, don’t make excuses. Point 
out the fact that you're used to 
working on an electric typewriter, 
but that you will try to do your 
best on the typewriter before you. 
Interviewers don't expect perfect 
test results, but they must have 
some idea of what you can do. 

Secretaries with a great deal of 
experience generally have good 
skills. There may be times, how- 
ever, when a girl who has worked 
for ten or fifteen years has lost her 
shorthand skill, perhaps because 
she has had more administrative 
responsibility than actual office 
work. 

I remember very well the young 
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lady (with about twelve years’ ex- 
perience) whom I was once con- 
sidering for a position as secretary- 
office manager in a small, one-gir] 
sales office. Her over-all character- 
istics were ideal—she was _ well- 
poised, intelligent, and had broad 
experience—but her shorthand was 
so weak (lost through lack of use 
that she couldn't transcribe the 
shorthand test nor could she com- 
pose a letter from the notes she had 
taken. Naturally, I couldn't give 
her the job. 

Many applicants not only dis- 
like taking tests, but feel that filling 
out application blanks and clearing 
through personnel departments. is 
a waste of time. Application forms, 
though rather lengthy at times, do 
give the interviewer a good picture 
of you. She can then determine 
whether you'll fit into the organiza- 
tion, and if so, where. Admittedly, 
the personnel departments of large 
companies may be popular places, 
and you may find yourself waiting 
for attention. But they do have an 
over-all picture of job openings 
and may be able to place you in a 
unique job—one that you might 
have missed had you contacted 
only one executive in the firm. 

It is not unusual to have a cer- 
tain amount of reluctance, even 
nervousness, in job hunting. But 
if you have confidence in the prod- 
uct you're selling—yourself—the ini- 
tial qualms will soon disappear. It 
takes patience and perseverance to 
do a good selling job. Once you've 
clinched the sale, however, you'll 
find that all your efforts were worth 
while. 


15 











VERY YEAR, public and private schools turn out 

4 stenographers by the hundreds. Some of these 
graduates reach secretarial status, but far too many 
remain in stenographic positions. Why? Because they 
lack one or more of the qualities that distinguish 
a good secretary —the ability to compose letters, for 
example. 

Most dictators can rattle off replies to business 
letters. But, faced with the task of writing a note of 
sympathy, congratulations, or refusal, even the best 
of dictators will admit freely that he doesn’t “know 
what to say.” The good secretary should know when 
such letters have to be written. She can type them 
herself and place them on the boss’ desk, all ready 
for his signature. 

Let's consider some of the techniques that should 
be used in writing this type of letter. Generally 
speaking, a good over-all rule to follow is: Be brief, 
but gracious. This may sound very simple, but there 
is an art to being brief without being abrupt, and 
to being gracious without being eftusive. 

We can divide these letters into three main cate- 
gories: (1) social-business letters, (2) refusal letters, 
and (3) good-will builders. 


Social-Business Letters 
These are letters that must be written at one 
time or another by everyone who has any social con- 
tacts. (In his private life, the boss has his wife 
write them.) Letters of congratulations or condo- 
lence, and thank-you notes are as much a part of the 
business world as they are of the social world. 


CONGRATULATIONS. The tone of such a letter will 
naturally depend to a great extent on how well the 
boss knows the lucky man. A congratulatory note 
written to a good, but not intimate, business friend 
might read like this: 


Dear Mr. Chalmers: 

Please accept my sincere congratulations on your 
election to the presidency of the Hereford Chamber 
of Commerce. 

I am happy indeed to know that your long and 
efficient service to Hereford is being recognized. I’m 
sure that your leadership will result in increased 
business for our city. 

The businessmen of this community are proud of 
you! 


Very sincerely yours, 


BREAD-AND-BUTTER. A written “thank you” is a “must” 
after a man has been entertained by a business asso- 
ciate. As a secretary, you may have to compose many 
such letters for your boss. Here is a good example: 


Dear Mr. Sheffield: 

Thank you so much for the fine luncheon you gave 
Mrs. Smith and me at the Cookfest in New York 
last week. The food was delicious, and the company 


was interesting and stimulating. 
We are hoping to have the privilege of entertain- 
ing you soon. 


Cordially yours, 


Sympatuy. Probably the most difficult of all letters 
to write is the note of sympathy to someone who 
has lost a loved one. Mere words seem so futile, but 
they do give comfort to the bereaved. Here is a sample 
letter written to the wife of a deceased business 


associate: 


Dear Mrs. Lawton: 

Please accept my deepest sympathy for you in the 
loss of your husband. 

Mr. Lawton was an associate of mine for many 
vears, and his sterling character and fine principles 
were a shining example to me and to all others who 
knew him. He will be sorely missed. 


Very sincerely yours, 
Refusal Letters 


The little word “no” can cause more trouble and 
ill will than any other word in the English language. 
Yet “no” business letters have to be written fre- 
quently. The writer of these letters must learn to 
say “no” in such a way that it sounds like “ves.” 

There are four basic principles to be observed in 
writing these letters: (1) accentuate the positive 
(2) give logical reasons for refusal (3) keep open 
the lines of communication and (4) don't overdo 
it. Perhaps these principles can be best illustrated 
by showing you two sample letters, one that violates 
the principles and one that applies them correctly. 


+ HOW TO WRITE 
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MARIE M. STEWART 





Let us suppose that the League of City Do-Gooders 
is putting on a drive to construct a swimming pool 
for left-handed children. Your boss, as president of 
his company, has been asked for a donation. He 
asks you to, “Write ‘em a letter, and tell ‘em nothing 
doing.” You could write: 


that we cannot contribute to 


We deeply 


your drive for a swimming pool. 


regret 


Businessmen are always being asked to contribute 
to community projects; and if we made all the dona- | 
tions asked for, we would be out of business. 

We trust that our refusal will not cause any hard 


feelings. 


An analvsis of this letter shows negative wording 
in the first paragraph—“deeply regret,” “cannot con- 
tribute.” The second paragraph may contain a logi- 
cal reason as far as the businessman is concerned, 
but I fear that the Do-Gooders will not appreciate 
The last 


“boner,” for it 


the logic. paragraph is a_ psychological 


suggests that hard feelings or ill 


will may result. 


Now let us examine a letter in which the correct 





principles have been applied: 


We wish it were possible for us to contribute to 
your drive for a children’s swimming pool. Com- 
pany policy, however, states that our donations must 
be limited to the annual Community Chest Drive. 

We should like very much to be of help to you 
and suggest that you allow us to exhibit any posters 
or other advertising material connected with the drive 


that you may have. (Continued on page 57) 
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ILLUSTRATED BY CARL PFEUFER 
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BY MARY JOLLON 


Correction 


Venus Typ-e-rase, by American Lead Pen- 
cil Company, is a 7-inch paper-wrapped 
model. It's easily sharpened by pulling the 
rip cord and unwinding the paper wrapping. 
Green finish; presharpened. May be used as 


a typewriter eraser or as an ink eraser. 


Van Dyke, by Eberhard Faber, is paper- 
wrapped, sharpens to a new point at the pull 
of a string. This eraser contains the time- 
tested Van Dyke erasing compound that does 
a thorough erasing job on almost every type 
of paper the secretary uses. Bright red case; 


bright red brush. 


Klenzo-Thin, by Blaisdell, is a full-length, 
paper-wrapped eraser with thin erasing core. 
Contains a new erasing compound of excep- 
tional firmness for speedy, clean erasures. 
Thin point makes one-letter erasures easy. 
To sharpen, just pull cord and unwrap. 
FOR LITE! 
New Jerse . 
@ Eberhard | 
Jersey @ Tl ser Co 


20 


Softex, by Eagle Pencil Company, comes 
in the popular disk shape. It will erase car- 
bons without tearing, yet it’s firm enough to 
do a good job on original typing, too. Eagle 
erasers remove type with a minimum of 
abrasion, wear down just right to provide a 


fresh new surface for each correcting job. 


Rush FybRglass eraser, manufactured by 
The Eraser Co., Inc., is housed in a plastic 
propel-repel case. A flip of the wrist, and out 
shoots a narrow FybRglass tip that erases 
quickly and smoothly. When properly used, 
no insert is necessary to protect the carbon 
paper—it will not smudge. Refills available. 


Lifetime-service guarantee. 


Rubacore, by the Joseph Dixon Crucible 
Company, is wood-cased, can be repointed in 
the pencil sharpener. It provides excellent 
visibility at point of contact, allows single- 
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splease 


letter erasures with no chance of messing 


up an entire word or line of type. Rubacore 
is quick, efficient, comes with or without 


brush tip. 


Eraserstik, by A.W. Faber, is wood-cased, 
pencil-shaped. It provides a fresh point as 
often as you want it—remove the soiled 
portion in any pencil sharpener. Clean point 
prevents smudges. Hands stay spotless, too, 
since they don’t come near the typewriter 
ribbon. Eraserstik is made with or without 


brush tip. 


Jet eraser, by Weldon Roberts, is a re- 
fillable barrel-type eraser tipped with either 
‘a pocket clip or brush. It combines all the 
advantages of a stick eraser—convenience, 
thin point, cleanliness—with the economy of 
a low-cost refill. Eraser tip can be fed out 


by loosening the nib. 


write TO: American Lead Pencil Company, Hoboken, New Jersey @ A. W. Faber-Castell Pencil Co., Inc., Newark 3, 
Blaisdell Pencil Company, Bethayres, Pennsylvania @ Eagle Pencil Company, Inc., 703 East 13th Street, New York 9, N. Y. 

Pencil Company, 37 Greenpoint Ave., Brooklyn 22, N. Y. @ Joseph Dixon Crucible Company, Jersey City 3, New 
Inc., Syracuse 4, New York @ Weldon Roberts Rubber Company, 351 Sixth Ave., Newark 7, New Jersey. 








NCE UPON A TIME~—before the advent of horse- 

less carriages, flying machines, and television— 
secretaries had a difficult time turning out a perfect 
letter or an errorless manuscript. All might begin 
well, as fingers flew over typewriter keys—but let 
a wrong letter be struck, and disaster! The erasers 
of that day, alas, were mere wads of rubber, with 
a well-deserved reputation for leaving a messy smear 
or a gaping hole in their wake. The erring typist 
had two choices—to “make do” with the original, or 
to retype the entire page. 

Of course, the secretaries complained; and finally 
their cries for help reached the ears of the men 
who manufacture erasers. These worthy gentlemen set 
their research staffs to work, testing and experiment- 
ing with cleaners, pumice, and rubber. After adding 
a pinch of one, and a bit of another in various com- 
binations, the researchers came up with what is now 
the modern eraser—a blend of cleaners and pumice 
in a rubber binder. Properly used, it meant the end 
of smears and holes, the beginning of relaxed typing. 

Herewith a few notes and how-to hints on this in- 
dispensable office aid: 

Cleaners make an eraser self-cleaning. Crumbing 
(shredding) that occurs when an eraser is used is 
the sign of a good eraser—those little rolls of rub- 
ber carry away the dirt and prevent it from being 
redeposited on the paper. 

Pumice acts as a cutting agent, literally grinding 
the typewriter marks off the paper. Speed and clean- 
liness of the erasing job are determined by the 
amount of pumice in the eraser. 





Dissatisfied with the work your eraser does? Per- 


haps you're not matching eraser to paper. A coarse 
eraser used on fine paper can create as much havoc as 
a gentle eraser used on a grained paper. Add humidity 
changes and their effects on paper, and the results 
can be unnerving. 

If your typewriter ribbon is dark and heavily inked, 
try using a paper that has a hard surface, so that 
ink will not saturate it completely. Remember that 
a typewriter eraser must remove the stained paper; 
thus, the deeper the ink penetrates, the coarser the 
eraser you must use. 

On carbons, the marks are usually of a surface 
type and can be removed with a soft eraser. 

Always move the typewriter carriage to the right 
or left before erasing. This prevents eraser waste 
from clogging the typewriter mechanism. 

Use an eraser shield. This allows you to remove 
the offending letters, keep others on the page, where 
they belong. 

If the erasure is to be made on the upper two-thirds 
of the paper, turn the cylinder forward. If the cor- 
rection is to be made on the lower third of the paper, 
turn the cylinder backward. The type alignment 
will remain undisturbed. 


HEREWITH, TOO, a brief sampling—pictures and de- 
scriptions—of typewriter erasers. The manufacturers 
listed here will be glad to send you literature about 
one or all of their products. They will also tell 
you where to buy their erasers if you cannot find 
them in your locality. 
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abrasion 
abrasives 


acceleration 
accelerator 


occessories 


adaptors 


additives 


adhesive 


air compressors 
alignment 


aluminum 


ammeter 


analyzers 


antifreeze 


asbestos 


automatic 


automobile 


auxiliary 


axles 


batteries 


brake blocks 
bumpers 


bushings 
butane 


camber 
camshoft 


carburetor 
corriers 


caster 


chassis 


chrome 


circuit 


classification 
clutches 


collision 
combustion 


components 
compounds 


conduit 
connecting rods 


convertibles 
conveyor 


cooling system 
copper 


corrosion 
coupling 


crankcase 


y linder 


jefroster 


depreciation 
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Compiled for Today’s Secretary by H. T. Howland 


destination ey 
detergent ( 


diaphragms ‘he 
dielectric 


diesel engine 7 
differentials é 


dimensions 
directional 


distributors 
diversion z 


durability /. 
dynamometer y 


exhaust y 
facilities 7 


fenders oi 
fire extinguisher pe 


friction a 
fuel pumps 4 


garage 2 
gaskets ; 


gasoline _ / 
generator 


governor ) 
grease seals 


grinder al 
haulage 


headlight a 
heat-resistant oT 


highway oS 
hoist Lo 


horsepower 
hydraulic 


ignition P 
indicators a 


induction 
installation “ Z 


instrument panel 
insulation 


insulator 
insurance 


integral 2 
intercity 


~Y 


interstate a 
kingpin 


laminated — — 
lathes ‘ oA 


license — 
long-distance 


x 


lubrication «> 
magnetos on ws et 


maintenance ‘ 


manifold 


manufocturer ) 


mechanical 


micrometer 


mileage 


mobile 


motor o:! 


muffler : 
nickel J 


nozzles 
optional ‘ a 
r 


overhead i, 
oxyacetylene 


ba 
paint remover ox 
passengers fP 


performance 


petroleum 


\ 


pinion 2 
pistons ijt 


plastic to 
platforms at f 


pneumatic 2 x 
precision Y 


preheater Ce 
pressure Cy 


preventive ‘ 7 
propane 


purifiers 


push-button 


radiator d 
< 
rearview ) 


reclaimers co _ penal 
recorder oc 


rectifier _o 


refineries 


reflectors 
refrigeration 


registration 
regrooving 


regulation ? 
replacements 7 


revenue ' ) 
riveting : ‘ f 


rust-proofing 4 
searchlight .€ 


self-lubricating 
sheet metal $6 o 


shims > a é 
shock absorbers rs 
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otive Terms in GREGG SIMPLIFIED 


signals FA c 
socket 2a 


solder fT « 


spark plug é 7 


specifications £ 
speed limit ie. 


speedometer 
sprocket Cey 


starter } 
steering wheel - 


suburban ec, 
suspension { ¢ 


switches 
synthetic 2 


tachometer c 
tappets 


tarpaulin Mey 


taxation 4 


terminals 


thermostat se 2 


throttle tt 
toe-in si 


torque converter “ 2 
tractors — 


trade-in . 


transformer 


transmission , 
transportation 


trolley bus A—< g 
truck trailer b —> 
tubeless o 
tungsten F 

9 ¢ > 
turnpike ay 
two-way radio y a4 
universal joint - 
upholstery — 


utilities or“ fF. 


vacuum power 


valves / ) 
vehicle A 


venti lator p ) 
vibration 4 


voltage 4 ) 


vulcanizer 


washers 4 
welder 2 


wheel base 
windshield 


wrench _ 2 
wrist pin “HF 





Its All In 
The MIND 


BY CHARLES RADER 








YHORTHAND PENMANSHIP is analogous to the 


.) loading of a gun. There's no use pulling the trigger 


of the gun unless it’s loaded—and there’s no use writ- 
ing shorthand outlines for penmanship practice unless 
the writer has a good mental picture of the correct 
outlines. No amount of writing practice will produce 
good outlines unless the writer can discriminate be- 
tween the faults and merits of his outlines. Copy- 
ing page after page of penmanship drills is more 
likely to drain than improve the writer’s style of 
writing. 

Much of this sort of penmanship drilling has its 
basis in the misconception that the writer must train 
his hand. Analysis and experimentation have shown 
that the writer must train his mind. It is clear, 
therefore, that the writer should first strive to ob- 
tain perfect perception and apperception of the forms. 
lf the writer has a crystal-clear mental image of 
what he wants, it is far easier to write good out- 


lines. 


EVERY SHORTHAND WRITER finds that he has a “slid- 
ing scale” of beauty and, therefore, of legibility. As 
the speed of writing increases, the beauty and leg- 
ibility of the shorthand decreases. This is all per- 
fectly natural, of course. When we are writing at 


our “comfortable” speed—that is, within our range 

we are aware of all the factors that we should con- 
sider: construction of the shorthand outlines, legibil- 
ity, and beauty. But when the speed is “uncomfortable” 
—beyond our range—we find ourselves frantically 
writing almost anything in our notebooks just to get 
something down; and this is as it should be. Many 
writers feel, therefore, that there is no benefit in 
refining their shorthand penmanship because their 
notes become distorted at higher speeds. They fail 
to realize that a foundation of good penmanship 
style will help them to write better at higher speeds. 


IF YOU WOULD LIKE TO REFINE YOUR STYLE of short- 
hand, practice the following drills. To get the most 
out of the drills, follow these simple procedures: 

|. Read the outlines in the drills, studying the 
models to see the application of each explanation. 

2. Write the first group of outlines—in-not, am- 
more, men. Then compare your outlines with the 
models. 

3. Write the group a second time, trying to im- 
prove your first writing of the outlines. 

4. Repeat steps 2 and 3 with each group of outlines. 

5. Write the entire drill once in your best short- 
hand. 
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DRILL 1 


7 ate ed 
Piste tome aw TF 


In-not, am-more, men; it-at, would, did-date; shall- 





ship, which. 

Any, me, money; ate, add, added; I shall, each, 
edge. 

This drill will help you write straight lines that 
are really straight. There should be no waver or 
curvature of the line, and no “lump” at the end of 
the straight strokes. Notice that the slants of the 
groups are uniform and the proportions carefully 
differentiated within each group. 

The circles must start at right angles to the con- 
sonant strokes. Be sure to make the a’s large and the 
e’s small. 


DRILL 2 


edt F< al <tt 


You-your, can, go-good; of, are-hour-our, will-well; 
the, ten, time. 

Their-there, end-and, empty; s, put, be-by; is-his, 
for, have. 

This drill, too, is an excellent exercise in propor- 
tion. 

The oo hook is deep and narrow. K and g should 
be curved from the very beginning. The curve grad- 
ually grows stronger until it falls rapidly at the 
end. Both ends of the curve are on the same level. 
In the opposite order, the same applies to the r 
and Il. When the pen leaves the, ten, time, it is 
still climbing. A frequent error is letting the ends 
droop. 

A frequent error in the words there, and, and 
empty is that of turning back the top of the curve 
so that when the pen leaves the paper it is traveling 
slightly toward the left. 

The s is identical in shape with an f or a p. The 
detailed comments on k and g are easily adapted 
to the b and v curves because these curves have the 
same characteristics. 


DRILL 3 


Oe i ie 


Correct, glad, work, great, clay. 
Kr, gl, and rk are each just a wave of the pen. The 
combinations kr and rk are shorter than k-plus-r and 


r-plus-k and somewhat shallower. The combination gl 
is shorter and shallower than g-plus-l. 


The g in gr curves from the very beginning. The 
curve grows stronger until it reaches the end of the 
g, at which point, without forming an angle, the con- 
necting stroke becomes an absolutely straight line 
for a short space where the two curves neutralize 
each other. Then the stroke swings around again 
without forming an angle and curves into a fine, 
deep r. 

Notice the difference in the joinings gr and kl; 
in the first joining the larger letter comes first and 
in the second it comes last. 


DRILL 4 


Air, ail; ache, ago; return, rate. 

Late, lead; take, tag; teeth, detain. 

Now that you have established proportions in short- 
hand outlines from the first three drills, this drill 
and the ones that follow will give you an insight 
into the finer points of good-looking outlines. You 
will remember that in the first drill, the circle in ate, 
add, and added started at right angles to the con- 
sonant stroke. This is also true in the joinings of 
air, ail, ache, and ago. 

In return, rate, and other similar outlines, notice 
that the circle is not really a circle. It is an ellipse. 
Watch particularly to see that there are no cor- 
ners on the circle. A good joining can be tested 
by simply covering up the circle with a card. There 
should be no trace of its presence where the r and 
tf connect. 


DRILL 5 


eel ok cet a LO 
a ae a 


Turn, team; tan, tame; dean, dim; need, made. 

Deed, dad; mean, man; rang, rink. 

This is a fine exercise for developing proportion. 
Is each n the same size as each t? Is each m the 
same size as each d? Is there a definite distinction 
between the pairs e-a, t-d, n-m? Are the straight 
lines straight? 

In the turn, tame joining, avoid putting two corners 
on the circle. It is perfectly proper for the circle 
to have flat sides just where it is in contact with 
the ¢ and n, but the flat sides should merge grad- 
ually into the curve of the circle so that the whole 
has a plump, well-rounded effect. 

In such joinings as deed, dad, mean, and man, the 
circle is definitely an ellipse. The two straight lines 
in the same direction should show no change in direc- 
tion; so that, if the circle should be erased, it will ap- 
pear that the straight line was originally written 


as a single stroke. (Continued on page 53) 
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Basic piece in Ginie Underhill’s fall wardrobe: 





classic Handmacher tweed suit that can be worn anywhere 

from football games to the office—with equal aplomb 

Sizes 10-20, $59.95. In beige, green mist, berry red, 

nutmeg, smoke gray. Available at Miller and Rhoads, Richmond; . 
Frederick and Nelson, Seattle; and L. S. Ayres, Indianapolis. 

















Like all budget-minded career girls, Ginie Underhill selects 

her clothes with an eye to their versatility. A typical choice— 
these co-ordinates by Susan Thomas. Skirt, at $14.95, 

features horizontal stripes in tones of gray or brown. Cardigan 
sweater, in gray or brown, has collar and front trim to match 
the skirt and is priced at $17.95. Sizes 10-18. Available at Miller 
and Rhoads, Richmond; and Bloomingdale’s, New York. 
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Winter winds hold no threat for Ginie 
when she’s wearing her cotton poplin, 
water-repellent car coat by 

White Stag. Ribbed-knit collar converts to 
a hoed. In white, camel, crimson, 

and platinum—$17.95. Sizes 10-18. 

At Miller and Rhoads, Richmond; 

and Daniels & Fisher, Denver. Corduroy 
“skinny pants” by Loomtogs come in 
black and loden green. Sizes 7-16, 
$8.98. At Miller and Rhoads, 

Richmond; and Carson Pirie Scott, Chicago. 















Clothes 
with a Double Life 
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For those “‘special events” in the Underhill’s social 
life—a white brocade cocktail dress from Junior Flair by 
Sportiane. Scoop neckline, three-quarter sleeves 

Sizes 5-15, $35. Also comes in champagne, mauve, and 
blue. Available at Miller and Rhoads, Richmond; Crawford 
Hollidge, Ltd., Boston; and The Halle Bros. Co., Cleveland 





‘Round-the-clock basic—short-sleeved, black 
wool sheath dress with empire-waist jacket. 
By Alper Schwartz. Partially lined jacket, 
black with pencil-thin cognac stripes, has 
black velvet collar. Sizes 8-18, $45. At 
Miller and Rhoads, Richmond; Bonwit Teller, 
Chicago; and J. L. Hudson, Detroit. 
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“| like a coat that can be worn anywhere,” says Ginie. Her choice—an all-weather water- 
repellent coat of Sag-no-more wool jersey. Milium lined, this all-purpose coat by 







Lawrence of London features a hood that converts to a collar. May be worn belted 
or unbelted. Sizes 8-16, $79.98. In beige, camel, red, black, navy, medium gray, 
and gold. At Miller and Rhoads, Richmond; Marshall Field’s, Chicago. 
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single plan 
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INNER’S JUST ABOUT READY’ —familiar words 

in many American homes when someone opens 
the front door at the end of a workday! 

But in Ginie Underhill’s home, they have a signifi- 
cance that reaches far beyond the appetizing fact 
that supper is practically prepared. They are vocal 
evidence of the fact that her husband is sharing the 
homemaking responsibilities. And, because he usually 
gets home from school before she gets home from 
work, they have both agreed that it is logical for him 
to start the evening meal. 


IN THE UNDERHILL HOUSEHOLD, everything runs ac- 
cording to a plan. Every morning, Ginie allows herself 
about an hour and a half from the time she hops 
out of bed until she must hurry down the street to 
catch the bus for her downtown office. ( Because the 
University of Richmond is far out in the suburbs, her 
husband drives their car to classes. ) 


“I just can't stand to come home in the evening 


; eed 








During the week, the Underhills generally spend their evenings at home—Ginie reading and her husband studying. 





from work and find the bed unmade and _ soiled 
dishes in the sink,” she explains. Since the Underhills 
eat a light but nutritious breakfast—milk, fruit, and 
cereal—a quick cleanup before leaving the apartment 
is possible. Breakfast and most evening meals are 
eaten in their attractive kitchen. 

“On weekends we always eat in the living room,” 
says Ginie. “If we have company, I serve buffet style, 
as it’s simpler and less confusing.” 

Even when Ginie and her husband eat in the kitch- 
en, she likes to have coffee in the living room. She 
finds it a pleasant way to relax—away from the sight 
of soiled pots and pans—a good way to renew energy 
for the household chores she has to do later. 


\iEAL PLANNING is an important task for Ginie, as she 
is very conscious of the necessity for nutritious food. 
She dislikes a meal that is “thrown on the table” 
and has even less regard for sandwich fare for main 
meals. 

Thursday is her shopping night. She goes straight 
home from work, changes to casual shopping clothes 
and loafers, takes the car, and gets her marketing 
done before supper. And here’s a smart way to save 
money if you must shop on a budget but have a hus- 
band who likes fancy foods—shop alone! 

“T. A. just can't resist budget-crippling jars and 
cans, and I can,” Ginie points out. 

A grocery list is an important must for this Rich- 
mond housewife. In fact, a list is a great aid to 
her memory, whether she’s making plans to entertain, 


checking on important things to be accomplished at 


Near Ricur: Highly recommended for cooking— 

an electric skillet. “Our apartment is very hot 

in the summer,” explains Ginie. “The skillet makes 
meat-frying cooler, as it gives off practically no heat.” 


Far Ricutr: Though her ironing is done once 

a week by a part-time servant, Ginie occasionally 
presses a sport shirt for her husband or a dress 

or blouse for herself. 





the office, or planning her season’s wardrobe. 

“I always look over the food ads in the evening 
paper before I do my marketing,” she says, “because 
I like to take advantage of specials for the week.” 

Ginie uses very few canned foods. Instead, she 
finds frozen foods the best buy. 

“They can be prepared more quickly, and we find 
them more economical. One package of frozen food 
is just enough for a meal. I generally have meat, 
salad, and one vegetable. If I serve two vegetables, 
there is usually some of each left over,” economy- 
wise Ginie reasons. 

“And I must recommend an electric skillet for 
cooking pleasure. I don’t know of any household ap- 
pliance I have that I get more fun out of using. Then, 
too, our apartment is very hot in the summer—the 
skillet makes meat-frying cooler, as it gives off prac- 
tically no heat,” she explains. 

Ginie and her husband seldom eat desserts. “But 
when we do have anything sweet, T. A. insists it be 
something chocolate. Since I must not eat chocolate 
because of my complexion, I serve sweets mostly to 


guests,” she says. 


A BIG HELP TO GrINIE with her homemaking tasks is 
Rosa, a longtime servant in her mother-in-law’s home. 
Rosa works for Ginie once a week for about three or 
four hours. During that time she scrubs the bathroom 
and kitchen, cleans, and does the ironing. Ginie uses 
her ironing board only when she must press a shirt for 
her husband or a dress or blouse for herself. Big house- 
hold chores—like defrosting the refrigerator or clean- 
































ing the silver—are spaced out over a period of time. 

“I try to do one project a night,” Ginie says, “just 
after I wash the dishes, when I’m all steamed up!” 

On Saturday mornings, her husband takes the clothes 
to the Laundromat while she cleans the house. Their 
tastefully decorated apartment consists of a living 
room, den, bedroom, and full kitchen. 

Though the Underhills are a _ budget-conscious 
young couple, they avoid bargain shopping for clothes 


or furniture. (For a complete breakdown on their 


monthly expenses, see page 51.) 


“Good luck,” says Ginie as she gives her husband the lunch she’s 
packed for a day of hunting wild game. 































“I don't buy seconds because I sincerely believe 
that first quality lasts longer and gives better service. 
Besides, clothes of good quality stay in style longer 
and clean much better,” Ginie observed. 

Both she and her husband like custom-built or 
antique furniture. The pieces they have purchased 
since they were married have been selected for their 
practicality and their potential value for the home the 
Underhills hope to have some day. A pretty Chippen- 
dale fireside chair covered in gold antique velvet is a 
good example of their planned buying. 

“We could have bought two chairs for what we paid 
for that one,” Ginie pointed out. “But this one will be 
as pretty twenty-five years from now as it is today. 
We selected gold because we felt the color would 
blend with any decor we might eventually choose.” 
Social activities for the young couple are limited, 
for good reason: “Neither of us can stay up late at 
night and feel equal to the demands of a job and 
school the next day,” Ginie admits. “So, we save 
most of our going out for weekends.” 

Monday through Thursday evenings are generally 
spent at home—with T. A. studying and Ginie reading 
or catching up on household chores. 

Neither one of the Underhills could accomplish 
their respective tasks—Ginie her secretarial duties for 
an advertising and publications executive—T. A. his 
education—without a plan for living, working, budget- 
ing, and fun. And this young Richmond housewife 
a secretary with a double life—has truly found a happy 
formula for “Two Lives with a Single Plan.” 

“We could have bought two chairs for what we paid for this 


Chippendale,” says Ginie. “But it will be as pretty 
twenty-five years from now as it is today.” 


INIE UNDERHILL’S natural American-girl 

charm is typical of many young married secre- 
taries throughout the country. The dual task of hold- 
ing down a top-level secretarial position and maintain- 
ing a busy homemaking schedule leaves little time for 
extravagant beauty rituals. Thus, Ginie and others like 
her have wisely decided to make simplicity the 
keynote in cosmetics and dress. 


A NATIVE OF VIRGINIA, Ginie has an enchantingly soft 
voice. But all traces of the slow drawl sometimes 
found in that section of the country have been iced 
over with a crispness and controlled vitality—per- 
haps inherited from her Wisconsin-born parents. 

Endowed with a model-like figure—she’s 5 feet 6% 
inches tall and weighs a trim 120 pounds—Ginie 
has never had to count her calories. Her one problem 
is an acne skin condition that she has had since she 
was ten years old and that has required constant 
vigilance. Chocolate and rich desserts are taboo. 
Soap and water are her daily complexion aids, and 
since she uses no rouge—and powder sparingly—her 
skin usually has that “just scrubbed” glow. As an 
added precaution against infection, she uses a fresh 
cotton square each time she applies powder. 











Ginie has glistening brown hair that needs a weekly 
shampoo but no permanent. Sometimes a second 
washing during the week is necessary if she has an 
important business appointment or a special social 
engagement. Less than a dozen bobby pins, about 
twice a week in a single row of pin curls, keep her 
hair exactly the way she likes it, just slightly curled 
around the ends. A monthly trip to the beauty parlor 
for a shaping and cut keeps her coiffure from getting 
a straggly look. 

Knowing that she must look well both on the job 
and at home, Ginie devotes one night a week to a 
thorough beauty routine. And she saves time by doing 
the whole works at once: first, it’s a shampoo, then a 
leisurely tub bath. (During the rest of the week, she 
finds that a shower is quicker.) After her bath, while 
her hair is still damp, she pins it up. This is followed 
by a good facial, using cream and an astringent. The 
ritual ends with a manicure that doesn't take long 
because she doesn’t use polish. 

“I dislike chipped polish, and I find it difficult to 
keep my hands looking attractive with all the house- 
hold chores I have,” she explains. 

One final step: Ginie makes sure the basin is clean 
of hair, the soap is dried off, and her beauty parapher- 
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nalia is put away out of sight of her husband. 
“You know how men hate that mess,” she says 
understandingly. 


LIKE MANY CAREERISTS of her age, Ginie prefers clothes 
of top quality in conservative colors and styles. 

“My clothes have to last a long time,” she explains. 

For lounging at home, she likes bright colors and 
gay fashions for a change. And her closet usually 
contains one or two dressy dresses for special oc- 
casions. 

Ginie always has to keep two men in mind when 
purchasing clothes. Her executive boss is the essence 
of what a businessman should look like; he is always 
conservatively dressed and has no liking for flashy 
colors or styles. So, she wisely matches her own per- 
sonal appearance to the picture with suitable office 
dress. 

At home? “That’s just as important,” she declares. 
“My husband is a stickler for a neat appearance, so I 
always try to keep this in mind around the house and 
when we're going out. And, one of his pet peeves 
is seeing me with my hair in pin curls,” she laugh- 
ingly admits. 


Ginie also has definite ideas about working wives 


who prepare breakfast while wearing soiled, faded, 
or torn dusters. “Robes or negligees are fine, if they're 
clean and becoming,” she says. “And nylon robes are 
wonderful,” she adds, “because they're so easy to 


wash when they become grease-spattered.” 

This young Richmond secretary also questions the 
economy of wearing soiled shoes with run-down heels 
around the house. They do nothing for your beauty 
score when your husband sees them, she suggests. And 
very high on her list of eyesores is the young married 
girl who does her shopping in shorts and abbreviated 
tops. 

“I like a little dignity in the street,” she says and 
then adds, “I always shop in a simple cotton or in a 
sweater and skirt during the winter months.” 


WHEN ASKED what she considered the most important 
element in her simple beauty routine, Ginie Underhill 
replied without a moment's hesitation: “Sleep is the 
best beauty aid a working girl can get. I know I 
simply have to have at least eight hours nightly to 
replenish my strength for a full business day and for 
the homemaking tasks that follow every evening. No 
cosmetic is an adequate substitute for sleep—and any 
beauty routine is useless without it.” 














CHRISTMAS 
MAIL BASKET 


A beautiful red lacquered basket, gaily deco- 
rated by hand with sequined Christmas tree and 
snowman. A real festive addition to your door, 
hall or table, and a pleasant home for holiday 
mail. Sure to be used year after year. P. S. 
Fruits or gifts packed in this Christmas mail 
basket will win first prize for packages under 
anybody's tree. $1.95 ppd. Carol Beatty, 237 
Beatty Building, Hollywood 46, California. 
Free. Write for BIG NEW GIFT catalog. 
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NEW! REVERSIBLE DUO-CROSS 
Wear it. Give it. For that special oc- 
casion and be complimented on your 
good taste. Both sides of the DUO- 
CROSS have hand embedded bril- 
liant stones or lustrous simulated 
pearls. Neck chain is 18” long with 
spring ring and rhodium silver finish 
to insure long wear. Available stone 
combinations: Pearl and Blue, Pearl 
and White, Blue and White, to en- 
hance appearance and accessories. 
Only $1.98, postpaid. 
M. F. MURPHY, 555 Orange St., Newark 7,N.J. 














wonderful gift! 


LADIES’ 
ELECTRIC 


RAZOR 


in lovely pastels 


$3.95 





Lovelier legs, smooth underarms in mere minutes, 
with never a nick or cut. New specially designed 
ladies’ electric razor for year-round feminine dainti- 
ness complete with leatherette gift case. Pastel 
pink, blue or ivory. Send check or M. O., only 
3.95 ppd., state color choice. Money-back guarantee. 
Immediate delivery. It’s the glamour gift of the year! 
Ralien Co., Dept. T11, 35 East 28 St., New York 16. 


What Is Your’“1_.Q@.“’? 


AT LAST may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clea istructions, confidential report 
on completed | Why guess? Others know. 
Information free. University Test Bureau, Desk 
D15, Box 401, Palo Alto. California. 




















34 TODAY’S SECRETARY @ November, 1956 











Today’s Secretary 


Goes Shopping 





Cuff Bracelets fashioned from an- 
tique sterling silver napkin rings, col- 
lected over a period of years, Each one 
is original—no two alike. Some are 
dated—from 1790 on. It’s fun to won- 
der just whose napkin your bracelet 
once encircled. A truly novel as well as 
a very beautiful piece of jewelry, one 
that you'll cherish for years. Bracelets 





vary in width—some are narrow, others 
wide. State width you prefer; silver- 
smith guarantees to please you. Brace- 
lets are priced at only $5, a mere frac- 
tion of their original cost. Tax and 
postage included. From the Jamaica 
Silversmith, Dept. TS, 79-32 164th 
Street, Jamaica 2, New York. ( Note: 
original names are removed unless you 
notify silversmith otherwise. 


Clever and Colorful towels to add 
zest to any kitchen. Set “A” consists of 
original rooster, cat, and dog designs 
by Tammis Keefe, handprinted in 
aqua, blue, and deep pink on pure 
linen. Set “B” (pictured) features 
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kitchen capers headlined “Dinner’s 
Ready,” “Something’s Burning,” and 
“It’s Your Turn to Do the Dishes,” all 
printed in red, pink, and aqua on linen. 





Towels like these make dish-drying a 
much pleasanter task. Set of three 
towels, $2.95; two sets (six towels), 
$5.75. All prices postpaid. Order from 
Leecraft, Dept. TSL, 300 Albany Ave- 
nue, Brooklyn 13, New York. 


Compact Beauty with an added at- 
traction—a tiny light to brighten up 
those make-up tasks. Beautifully made, 
in gold metal, with black- or white- 
enamel top. Compact measures 3% by 


3% inches, holds an ample supply of 
powder. Complete with powder siev 





and puff. Order one for yourself, sev- 
eral for Christmas gifts. At $2.95, tax 
and postage included, this pretty and 
practical accessory is an excellent value. 
From Mary Mae, Dept. TS, 29 Mur- 
dock Court, Brooklyn 23, New York. 


Something New for the holiday sea- 
son—individual fruitcakes just the right 
size for easy serving, easy eating. Cake 
is of the highest quality, contains 84 





per cent fruits and nuts (no fillers). 
A 5-ounce jar of delicious sauce is the 
perfect accompaniment. Cakes and 











auce are packed in an attractive cop- 
per-colored plastic lazy susan that can 
be used long after the last crumb has 
disappeared. Ideal for at-home enter- 
taining, a bound-to-be-appreciated gift. 
Lazy-susan gift package is $6.95, post- 
paid, from B. C. Moses, Dept. TS, 
). Box 8052, Houston 4, Texas. 


English Coins—fashioned into really 
good-looking jewelry. Worth a king’s 
ransom for their way of dressing up 
this season’s favorite shirt or shirt- 
dress. Coins are beautifully mounted 
ind finished in antique gold or silver. 
For the ladies, cuff links matched with 


Q ’ 





tie tacks—those pretty fastenings for 
collars and scarves. For the men (to 
keep them from borrowing yours ), cuff 
links paired with a tie bar. Cuff links 
are $3.50; tie tack, $2: tie bar, $2. Set 
of cuff links with choice of tie bar or 
tie tack is $5. All prices include postage 
and Federal tax. From the Edwin 
House, er TS, 145 West 4th Street, 
New York 12, New York. 


Christmas Wreaths reflect real holi- 
day cheer. These Della Robbia wreaths 
are particularly beautiful, for they're 
copies of the 15th century ceramic 
wreaths adorning many of the public 
buildings in Florence, Italy. Seed pods, 
cones, and colorful fruit embellish rich 
green redwood foliage. All the mate- 
gathered and woven by the 
young citizens of Boy’s Republic, a 
nonprofit farm 


rials are 


school community. 
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You're helping them to achieve their 
goals of self-reliance and good citizen- 
ship when you order these wreaths. 
Della Robbia wreaths come in three 
sizes: 15-inch, 20-inch, and 30-inch 
approximate outside diameters). 
Priced at $6, $7.50, and $9.75, deliv- 


































Amazing! New! COLOR 
CREME HAIR DRESSING makes 


DISAPPEAR IN 
ONE APPLICATION! 


Safe!... 
Not a Dye! 


Natural youthful love- 
liness in 2 minutes! 
GREY, FADED STREAK- 
ED HAIR DISAPPEAR 
QUICKLY AND EASILY 
WITH HAIRMETIQUE. 


Shades .. . Black, 
Amber Blonde, 
Medium Blonde, 
Dark Brown, 
Med. Brown, 
Warm Brown, 
Light Brown, 
Smoked Grey, 
Silver Grey, 
Blonde, 
Auburn, 


@ To apply, just brush it in. 
@ Disquise telltale grey streaks. 
@ Takes yellow out of grey hair. 
@ Blends bleached and faded ends 
into uniform shades. @ Dresses 
and colors hair at same time. 

@ Adds rich new color and lustre 
to hair—until shampooed off. 

@ A life saver in between dye 
appointments. @ Makes hair soft 
and even—used by Stage, S-reen, 
and Television personalities. 

@ Your Hair must look 
Lovelier, or money back. 


Hairmethique, inc. 


2019 Broadway, New York 23, N. Tf. 
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SATIN SMOOTH STASHLESS STEEL in rich, soft plat 


inum finish never needs polishing never stains or rusts! 

Perfect for informal dining, gifts or your own hope ches 

6 pc. Place Setting (one eact Knife, For Teaspoor 

Soupspoon, Salad Fork, Butter Spreader ‘$6.75 Pod. 

Open stock always available—Unconditionally guaranteed 
Write for complete listing, No C.O.D.'s please 


THE CAPTAINS’ QUARTERS Roslyn, L.I., N.Y. 



















10 PRINT WALLET 
PICTURE HOLDER 
with each order 


WALLET 
) P 4 


00 plus 
25¢ 
handling 
ACTUAL SIZE (60 for 2.00) 
242" x 342" 
LIMITED TIME OFFER: Valuable 
vinyl window picture holder given 
with each order of famous ROY 
Wallet Prints Perfect portrait 
snapshots for job, school, pass 
port applications a lasting 
memento to give and exchange 
with family and friends. Send us 
your picture (or negative) with 
$1.25 which includes handling for each pose 
get back your original with 25 beautiful ROY 
Prints on luxurious silk-finish portrait paper 
along with your FREE picture holder. Order 
today—satisfaction guaranteed 


ROY PHOTO SERVICE 


Dept. SK-11, GPO Box 644, New York 1, N. Y. 


FREE PHOTO-HOLDER COUPON 
ROY ener Seay 
Dept. SK Box 644, New York 1, N. Y. 
1 am a 4 for (25 


Prints $1.25) each of pictures here- 
with. Send FREE Print Holder. 
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Name 


Address 


City Zone State 
Money Encitosed ) Photo or Neg. Enctosed 
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ORROW $50 TO $300 {vst Xoun 


You can borrow the fast, convenient 
and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. Friends, 
Merchants or Employer will not know 
you apply for loan. Repay in conve- 
nient monthly payments. Full details 
in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr. Brundidge, Ala. 


oe 
I tee, — 
City- ————— 

















8 BONUS PAIRS 


,ont Nylon Hosier 60 Gaure 15 denier 
a Silne lon wearing Direct from 





Pamela Hosier 


1 Order of 3 PAIRS FOR $3 earns you 1 Bonus | 


Pair. Send just 5 ders; we'll mail you without 
charw« = borne oy MONI Y BACK GUARANTFI 

Sell Givea rift Orde f elf 
Stat« ze engtt Taupe or Be ize? Name and ad 
or where to mail, We pay ag 


PAMELA HOSIERY MILLS 


1030 Terminal Way San Carlos, California 
—EEE — 











thy sroaphngunped SAMPLES 


seat before e different fragrance o 
th most g orizir ‘ perfume ‘Midnight 

Shadow, . ‘ew Wertds. ° *sElysian,"* * ‘Te eapte =e" 
and * “Kaie’’ Test them a the order Confiden 

he perfumes of your choice ecially k priced at 
$3 for 1¥e drams. Ani you can deduct ‘the cost of 
ample 


MAIL $1 FOR YOUR 5S SAMPLES 


WACKER’S PERFUMES 3920 Franklin street, 
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MEMO TO A SMART SECRETARY: 
SAVE MONEY! TREMENDOUS DISCOUNTS 
ON NATIONALLY KNOWN MERCHANDISE! 

Rings, Watches, Ciocks, Costume Jeweiry, House- 

wares, Apparel, Electrical Appliances, Cutiery. Lug- 

gage, Leather Goots, Flatware, Novelties and Gifts 

FOR THE WHOLE FAMILY! 

OUR FALL & CHRISTMAS _ CATALOG 1S READY! 
70 PAG ° 1000 ITEMS 
WRITE ‘FOR youR ree COPY TODAY! 

JAY NORRIS COMPANY 487-TS BROADWAY NEW YORK 














101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 
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CHRISTMAS CARD HOLDER 


Prancer, Dancer, Comet and Blitzen display 
all the beauty of your choicest Christmas 
cards trom friends and loved ones. Decora- 
tive black and gold sleigh and reindeer hold 
144 cards and six hangers. Really attractive 
decor for your mantel, wall or hung over 
wall mirror. Overall size 41 inches. $2.25 
ppd. Carol Beatty, 232 Beatty Building, 
Hollywood 16, Calif. 

Write for BIG NEW GIFT catalog 


Free ° 
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NEW MAKE-A-NAIL...$1 





Also new economy size kit—over twice as 
much, together with special ‘sealer’ only $2 
New miracle preparation builds LONG, 


GLAMOROUS nails easily, quickly as you 
brush it on, Replaces broken nail with perma- 
nent one of your desire in minutes, Length- 


ens, strengthens, protects. Stays on tight 
grows with the nail! Can be filed, cut, pol- 
ished. Sure cure for ‘NAIL BITERS.’ Com- 


plete kit for $1. New economy kit only $2 ppd. 


s 


Carol Beatty, 241 Beatty Building, Los An- 
geles 46, Calif. Free. Write for Big New Gift 


Catalog. 












4 TOUCH OF PARIS 
crowns your good grooming 
with an aura of lovely charm 





ul 


NEW AND EXCITING 
perfume that looks 

colorless lipstick, created by 
Francois Villon of Paris, is the practical, economi- 
cal way to surround yourself with the most fash- 
ionable scent of the day. A delicate touch in the 
hair, behind the ear, or on the neck and you move 
in an air of exquisite freshness about your office. 
Villon Solid Perfume is 80% concentrated from 
essences and natural waxes of fresh flowers. Can- 
not spill or evaporate. Lasts 3 to 4 months in 
generous daily use. You might pay $5.00 in U.S.A 
Postman collects 15¢ import duty. Lipstick style 
golden metal tubes in gift cases. Standard tube 


solid 
like a 





postpaid from Paris, $2.50. Deluxe tube, $3.00 
Airmail, add 30¢ 
SHOPPER LEE * Box 307 * Sturgis 9, Michigan 








MAGNETIC POT HOLDERS 2 for $1.00 


A gay pair of Pussy Cats to brighten up your 
kitchen. Magnets inside make them cling to stove, 
refrigerator, cabinets, etc.—always handy! Heav- 
ily padded. washable. Red, Yellow, or Green. 
Cute gift! For Showers, Xmas—all occasions! 


Gite LMASTERCRAFT BOSTON 10, MASS. 
(477 GIFT 'N GADGET CATALOG 





7 Destroy unwanted hair PERMANENTLY. Use con- 
veniently at home. When you have read our 


instruction book corefully and learned to use 
the new Mahler Epilator safely and efficiently, 
¥] then you can remove unwanted hoir FOREVER. 
MONEY-BACK GUARANTEE (Our 76th Year) 
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MAHLEES. INC Dept. 856-P PROVIDENCE 15. R. |. 
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KING-SIZED 


COIN BANK 


Made of handsome durable 
plastic; brightly colored top 
and bottom in red, yellow or 
green. Clear cylinder to see 
your savings. Size 5 by 8 
inches. Chrome post, ring 
and 2 key lock. This bank has a foolproof 
patented money slot; takes all coins even 
silver dollars. Only $2.95 two for $5.60 post- 
paid. Guaranteed. 


THE BOWER MANUFACTURING CO. 


sa. 


al 





Sn” 





Dept. 237 Goshen, Indiana 
NE W 
PERSONALIZED 


LIFETIME 
GOLF TEE 


only $4 







THE PERFECT CHRIST- 

MAS STOCKING STUFF- 

ER. BEAUTIFULLY BOXED. Treat your 

favorite golfers to a wonderful long-lasting 

Fairway Gift Personalized with 2 or initial 
Dragtag, which prevents ‘‘Tee-Loss Will r is a yea 
round reminder of your thoughtfulness. Flexible ring 1 
Tee bends in any direction, automaticall r to ul 
right position Fewer slices-—-engineered tor longer 
straighter drives. Special lacquer finish for long lasting 


service. Please state initials 


GOLF SHOP, Dept. TS, 31 West 47th Street, New York 36, N.Y. 





If he owns a fishing rod... 


ams HIS wr 


yey HANG-A-ROD BAR 


ao" up to 5 rods safe and secure 
Christmas Gift-Boxed 95 
For Your Sportsman ...... Postpaid 


15-Inch polished aluminum bar. Each Hang-A-Rod 
holds rod straight and secure. Cannot injure most 
delicate tip. Rod cannot warp or bend while 
suspended. Reels may be left attached to rods, 
ready for use. Ideal for home or vacation. Money- 
back guarantee ORDER YOURS TODAY. 

“‘We never met a fisherman who didn’t like itl’’ 

RROD, Inc. 
Box 2146 Dept. TS Kansas City, Mo. 
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ered within the United States, A won- 
derful way to say “Merry Christmas” 
to friends; nice, too, for the boss te 


send to business associates. Order from 
Boy s Republic, Dept. TS, Chino, 
ifornia. 


Cal- 


Know Where You're Going? Simply 
check this glitter compass to make 
sure. It points in the right direction 
fashionwise, too, adding a jeweled 
touch to casual clothes. Compass is set 
and 


with colored jewels, rhinestones, 


/? 





shells. Velvet ribbon and jeweled pin 
make it an ideal belt fob. All this 
glamour for $2.95, postpaid, from 


Whitney & Rogers, 
Meadow Road, 


Dept. TS, 23 Fox 
Scarsdale, New York. 


Leaf-Glow gives a boost to your 
green thumb. A touch of the button re- 
leases a fine mist that lusterizes plant 
leaves permanently and_ harmlessly. 
Leaves become dust-resistant, too. One 











NECKLACES 
EARRINGS 
BRACELETS 
WATCHES 










SAVE money on America’s most beautiful 
jewelry. Lowest wholesale prices. Neck- 
laces, Earrings, Bracelets, Pins, Watches 
Outstanding values! Make Finest gifts. 
Write today for FREE folder, wholesale 
price list. EXPECT SOMETHING NEW! 


402-16 HAZLETT AVENUE, 


BALTIMORE 29, MD. 











Silver and Turquoise 
INDIAN PRINCESS BRACELET 
Save on stylish, ex 
looking jewelry Dres 


ever\thing ou wear 
finish heavy silver |} 





rquoise. ¥ ‘re satis 
ioney back. Matching 
ecklace ¢ ‘ ith order 
No COD We pay tax Ost 

ve. Mailway Boutique, 58 
Reif Mill Rd., Ambler, Pa. 
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ean of Leaf-Glow contains enough 
spray for hundreds of leaves. Your 
plants will look healthier and prettier. 
Can of Leaf-Glow is $1, postpaid. Or- 
der from Carol Beatty, Dept. TS, 7410 
Santa Monica Boulevard, Los Angeles 
16, California. 


Tag Necklace—to go with every- 
thing in your wardrobe. Long, 30-inch 
gold chain bears a disk engraved with 
your first name (or that of some lucky 
friend). Disks are the size of a half 
dollar and are available in three styles: 
circle (P-305), heart (P-307), clover 

P-308 ). Necklace can be worn as a 


bracelet by simply looping it around 





your wrist. An extra-special gift at a 
low, low price—$1.65, postpaid. For an 
additional charge of 25 cents, name of 
SC hool Or club can be engraved on bac k 
of tag. When ordering, state desired 
engraving and style of disk. From 
Jewelry House, Dept. TS, 31 West 47 
Street, New York 36, New York. 


Gift Idea for young girls and grown- 
up collectors—membership in a world- 
wide doll club. Members receive Ital- 
ian Provincial doll first—a free mem- 
bership bonus. Then each month an- 
other doll arrives, shipped directly 
from the land she represents. Dolls are 
from 8 to 12 inches tall, dressed in 
colorful old-world garb. They’re ac- 
companied by a letter describing ori- 
gin, language, people, and customs of 
their own land. Extra dividends—coins, 
flags, mementos—are included. Dolls 
are collectors items, yet sturdy enough 
to be real playthings. A three-month 
membership (four dolls) costs $8.75; 





Six-in-One Belt is a really fabulous value. 
The basic ingredient is a large gold 
buckle, which comes with three Shoe Calf 
belts. Each belt is completely reversible, 
so you can ring your waist with any of 
six different colors. A perfect match for 
almost any outfit in your wardrobe. Belts 
are fully adjustable and can be trimmed 
to fit any size. Available in two widths, 
2 inch or 1% inch, in beguiling shades of 
black/avocado, tan/brown, red/panama. 
Also available in Pastel Shades: pink/ 
bamboo, powder-blue/aqua, light avo- 
cado/black patent. You get either set of 
six for just $1.50 postpaid. The group of 


12, $3.00. 
Mary Mac 


29 Murdock Court, TS-11, Brooklyn 23, N.Y. 












ACTUAL SIZE 
22 x 342 










FROM THE ~~ 
WORLD'S FOREMOST 
WALLET PHOTO PRODUCER 


That’s right... . TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 















- BROOKLINE 46, MASS. ; 
a Enclosed is $ for pictures « 
t a 
s Name a ¥ 
5 Address 
t City Zone( )State : 
= . 
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4 > GEMSTONES 
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f > FROM INDIA 
. & AFRICA 


MATCHING “LOVEMATES”’ 
CUFF LINKS and EARRINGS 


From India and Africa comes this strikingly different hand- 
made jewelry. You'll win raves and compliments wherever 
you are seen with these imported Gemstones. Your choice of 
icy green Aventurine from India or lustrous Brown Tiger Eye 
from Africa—only $1.10 pod. (federal tax inc.) per pair for 
either cuff links or earrings. Order a pair for yourself and a 
pair for your “mate.” Perfect for Christmas giving. Sold only 
by mail. Order now! California residents add 3°, sales tax. 
Sorry, no C.0.D.’s. Send check or money order to: 


Joseph J. Blake “the Gift 'n Gadget Man" 
Dept. $-116 + Box 425 «+ Gilroy, California 


tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 


™ = LARGA-PIC — BOX z-20 ~W“ 














Electrce JINGLE BELLS! 


These gay electric automatic ringing Christmas 
bells will ring a Merry Christmas welcome over 
your holiday door; of course a set is really fab- 
ulous on your tree; a truly inspiring tinkle at 
plant or office. They begin their perpetual 
“tinkle’” the moment you plug them in. Two 
sizes—economical, too! 3-bell set $3.98; 4-bell 
set (as shown) $4.98 ppd. Carol Beatty, 230 
Beatty Bldg., Hollywood 46, Calif. 


Free. Write for BIG NEW GIFT catalog. 













24 BOTTLETTES GENUINE 
IMPORTED FRENCH PERFUMES 
Only $1.00 ppd 

Samples from world renowned Perfumers, 
Supply limited—this offer may never be dupli- 
cated at this low price. Order several sets NOW 
for GUARANTEED PROMPT delivery! 
PERFUME IMPORTERS CO. 
Dept. 182 Farmingdale, N. Y. 





























WANT TO BE A CPS? 


Start preparing mow for the next CPS exams 
th our study guide or correspondence course 
write for prices). Used for 4 years in the fa- 

mous Long Beach, California, course: and by 
tudents, colleges, and corporations in 32 states. 

Study Guide, $3.08; Practice Tests, $2.08. Texts 

available. Business Research Associates Incor- 

porated, PO Box 7093, Long Beach 7, California. 











SHIRT AND BLOUSE BOOKLET 





hold 4 Blouses, Sweaters, etc., in heavy. clear 
x 12” plastic booklet with full zipper for clean, 
air-tight storage. A Real Value with money back 
guarantee. Order by No. G 260 

$1.00 postpaid 3 for $2.85 
Send for New, Free Catalog of Unusual Items 


DOWNS & CO., Dept. 8481-A, Evanston, Ill. 


will 
18” 
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EARRING 
CARROUSEL 


Delightful gift for a 
lovely lady who has 
everything—And needs 
a place te keep it! 


Spin a sparkling jewel with 
a flick of the finger with 
the Earring Carrousel. Holds 
up to 32 earrings. Revolves 
effortlessly for quick selec 
tion, and o dazzling array to 
start the day. 9'/,.” high, 3” 
wide. She'll be positively de 
lighted with this thoughtful 


and practical gift $] 95 
>. 


Postpaid, only 





Order by mail. No C.U.D 
GLASSCRAFT, 920-T Chicago Ave. 


EVANSTON, ILLINOIS 
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“AIRLINER” MANICURE SET 


Wonderful gift idea for the business girl or school chum! 
Six fine quality tools: forged steel scissors, cuticle 
pusher, two under-nail tools, triple-cut file and tweezers 
—in a real Saffian Leather, zippered case. Choice of 
red or green. Measures 33/6” x 1g” closed. Boxed. 
(Tax included. Satis. Guar. Add 10c each $49.50 
for post. & ins.; 15c for 2 or more.) 

VINELAND 13, 


F. G. BUSSE IMPORTERS ‘new sersey 








OUTSIDE 
HOLIDAY DECORATIONS 


Realistic Santa and reindeer molded of sturdy 
styron, beautifully decorated. 12” tall, entire set 
is approx. 5’ long when arranged. Tack on roof, 
to chimney, stick in lawn or snow Santa and 
Reindeer Set $1.98 ppd. ALSO LARGE LIGHTED 
T: Sleigh and each team of reindeer has flood- 
light at base of stake. Huge display approx. 22 
high, 8’ to 10’ overall. Complete with outdoor 
cord set bulbs. Use year after year Electric 
Sleigh Set (complete) $8.95 ppd. Carol Beatty, 231 
Beatty Building, Hollywood 46, Calif 


Free. Write for BIG NEW GIFT catalog. 





GIVES You *100.°° 


a Year Automatically 


With each Perpet- 
ual Date & Amount 
Bank. 25¢ a day 
keeps Date up-to- 
date. Also totals 
amount saved. 
Forces you to save 
daily or calendar 
won't change date. 
Save for gifts, va- 
cations, payments, 
etc. Foolproof 
mechanism and 
key. Use year after 
year. Start now 
Regularly $3.50, now $1.99 each; 3 for $5.75, ppd. 
Mail cash, check or money order to LEECRAFT, 
Dept. TS, 300 Albany Ave., Brooklyn 13, N. Y. 








HAVE A 





NOT JUST A JOB! 


LEARN ELECTROLYSIS 


World Famous Kree Method of 
Permanent Hair Removal offers 
wonderful opportunity for big 
income, future security. Send for free 
Sooklet S-1 or Phone MU 3-4498. 


KREE INSTITUTE 
18 E. 41 St., N. Y. MU 3-4498 
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DON'T THROW AWAY WIRE COAT HANGERS! 
Make any de luxe, shoulder-fitting, 
slip-proof. New “Feather Foam” strips slip 
over hanger hook and stretch snugly along top 


hanger 


of hanger. Forms generous padding, eliminat- 
ing lines and creases. Slip-proof surface holds 
men’s, women’s garments firmly, clings to 
daintiest straps, slips, formals. Assorted pastel 
colors freshen, beautify your closet. Count 
your hangers! 12 for $l. Carol Beatty, 242 
Beatty Building, Hollywood 46, Calif. Free. 


Write for BIG NEW GIFT catalog. 








DESK 

SIGNS 

of the 

TIMES 
$1.00 each 


In this hurry-worry world, the ULCER DEPT. 
and 8th VICE PRES. Signs are sure tension re- 
lievers. Ideal for the office “Simon Legree”’ or 
“Chronic Complainer”’ . or they’re just plain 
fun for everyone in the office. Made of sturdy 
black plastic, bordered in white, with white 
letters. They’re a full 2 inches by 9 inches com- 
plete with stand. Only $1.00 each postpaid. 


GIFTS N’ GADGETS 
Dept. TS, 31 W. 47th St., N. Y. 36, N. Y. 




















THE SECRETARY’S $ 498 eer 
CHARM BRACELET Peat rap 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 111-S, NEW YORK 10, N.Y. 





STOP MAKING MISTAKES IN 
ErGaLtlisrt 


With the new CAREER INSTITUTE METHOD 
you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
the *‘secrets” of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists—without going back 
to school—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
booklet mailed FREE upon request. Send card or letter NOW! 
Career Institute, Depti45ii 25 E. Jackson, Chicago 4 








Hard-To-Fit 7 
QED ED 


Noted it 
¥ : .. for women of all ages. 


— Money-bock guorantee 











63G Mulberry St, Lynn, Mass. 
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six-month membership (seven dolls), 
$14.50. Add $1 for guaranteed airmail 
delivery of first doll within two weeks. 
From World-Wide Doll Club, Dept. 
40, Greenvale, New York. 


Heavenly Angels bring Christmas 
with them. They're made of white 
wire, wear flameproof skirts. Sprinkled 
with glitter from head to toe. Each 
one carries a red-ribboned candle, set 
in a brass holder. They’re decorative 





additions to home or office. Angels 
stand 11 inches high, cost a mere $2.25, 
postpaid. From The Gadget Box, De pt. 
TS, Suite 2 

Pittsburgh 3 


37, 3538 Poplar Avenue, 
4, Pennsylvania. 

For Christmas Giving—a purse at- 
omizer no larger than a lipstick, It’s 
easy to fill, will not leak, clog, or per- 
mit evaporation. Slight pressure on top 
releases a fine mist spray of perfume, 
toilet water, cologne, or lotion. Atom- 
izer comes in gold-finished metal, has 





its own felt bag for scratch-free carry- 
ing. Gift-boxed. A perfect “little” gift. 
Only $1, postpaid, from Mastercraft 


Products, Dept. TS, 212 Summer 
Street, Boston 10, Massachusetts. 



















Imported Stick Perfume 


Exciting essence extracted from 
fresh flowers, creation of 
Francois Villon TOUCHE 
deluxe French concrete per 


fume in container like a lip 

4, stick. Lasts 3 to 4 months 
1, Sent direct from Paris. (Only 
af one addressed to same per- 
son). Send $2.50. Postman 
collects l5¢ Foreign Packet 

= Fee which can not be prepaid. 

Jay Cee imports, P.O. Box 1064, San Francisco, Calif. 






































































































Youll Be in a Whirl over these 
dainty Delft salt-and-pepper shakers. Each Pair 
The shining blades actually turn, bring 
a bit of Holland into your home. Im- Only 
ported from the land of tulips and 
windmills, these 3-inch-high shakers $] 00 
Postpaid 
BRAND NEW 
“CAPTIVE TURQUOISE”’ 
EARRINGS CHRISTMAS CARDS 
From the ‘‘Land of Enchantment’’ come these strikingly Unique tree ball Christmas Card, unbreakable, 
different earrings, ‘‘Captive Turquoise.” A genuine brightly plated in mirrored colors. Attached is an 
nugget of polished turquoise caught in a cage of sym- attractive Christmas greeting card, Ball and card 
j metrical silver-color metal bands. A fascinating addition (as shown) OK for Ist class mail at 3¢. Sure to be 
to milady’s collection. Real conversation pieces! Specify } e ala” ‘tees valle f holid “me 
pierced ear or screw type. Order several pairs—-for yourself 1ung on friends’ tree or Sallery OF nowCay Cecora- 
and your friends! Sold only bv mail. Postpaid, each pair tions year after year—and °56 is its first year. Ball 
only . + approx. 2” diameter. Assorted shapes, colors. 6 for 
18” Matching Necklace, ppd., only 0 $1.00 $2; 12-—$3.75; 25-—$6.95; 50—$12.50; 100- 
; $22.50; 200—$40. Carol Beatty, 229 Beatty Bldg. 
atching Bracelet, ppd., only ssi $1.00 Hollywood 46, Calif. 
are handpainted in the traditional Delft ENCHANTMENT SHOP Free. Write for BIG NEW GIFT catalog 
style—blue, on white china. A really In Old Santa Fe—Santa Fe 25, New Mexico ESR SK SR SK RS A RO OS GRR 
different gift for those who cherish 
china and appreciate fine craftsman- 
ship. Shipped directly from Holland to 
vou. Satisfaction guaranteed, as is safe 
delivery. Set of two shakers only $2.75, 
postpaid, from Trader Coleman, Dept. 
TS, International Airport Box 5, San : 
Francisco, California. 
Record Nests keep your 45-rpm rec- 
ords straight, free from dust and 
; scratches. “Nest” contains four units 
in blue, red, yellow, and black light- 
weight styrene. Units hold 14 records WALL CALENDAR LINEN TOWEL Signed Original Art on Silk 
each, rest one on top of another for Now Only $1.00 
‘ A “kitchen tapestry” made of imported linen s — Sie — oun? 
S 6” 99”. Cale ar ¢ > arene ~~, pa re ‘ ‘ » au- 
: 16’ Ba t peor gang —= = “ “er thentic example of ancient $4.95 
orated In beautitul, tast colors. urnishnec wit 1 oriental pageantry. Tradi- ppd. 
p wooden staff, hemmed in top, for hanging. tional style dating back hundreds of 
A delightful linen calendar gift for °57 be- generations. Also on WHITE HORSE. 
" comes a novel and practical tea towel for °58. Matching pair, $8.50. Order today 
s $1.00 each ppd. Personalized $1.50 each, 12 from direct importer. 
for $17.00 ppd. Carol Beatty, 228 Beatty DRAMA MASKS 5 antique $5-95 ova. 
Vs nT nee ' lacquer wood 
Building, Hollywood 46, California. ° 
Free. Write for BIG NEW GIFT catalog. R. T. WATERS, 1383 East 26 St., Brooklyn 10, WN. Y. 
BY CHEAP LABELS? 
JEWELRY Give your 
coats, suits and dresses 
10 ; 
omy $1 the SALON LOOK 
t from the fashion capitals 
LOVE IS A MANY SPLENDQRED of Eorepe. 
HING as are these Romantic Golden ' : 
VICTORIAN HEARTS That tick for a An exclusive selection of 
Lifetime. Nothing to wind... Just listen beautiful satin labels . . . 
to their beating, as your own heart beats 
: : for someone you love. In 14Kt. GOLD- HIGH FASHION NAMES 
easy storage. A practical and attractive PLATED Finish, you'll adore the bracelet sets of 3 for $4 
Way to preserve your private “hit pa- eh ng el gh A A DESIGNER LABELS® 
y- rade.” Nest of four units is $3.95, post- the reverse side with any two or three ini- Ea : 5880 ieee Bivd — Calif 
~ , . ‘ . , OF extrs ’ . 
rt. paid (No C.O.D.’s). From Joseph J. tials for only 25¢ extra. I enclose § for, 1) sets of labels. 
. - ‘sorry, no s) 
ft Blake, Dept. S-116, P. O. Box 425, JEWELRY HOUSE be 3 as ae. 
er Gilroy, California. Dept. TS, 31 West 47th Street, N. Y. 36, N. Y. AGGreSS. .. ccc cesccreescecvess vebcarens 
? CHF ccccsesscececseoes Zone... . State. ...2e0e% 
— 2. 7 
—= >> _ LEARN WHILE ASLEEP! | | CT weatcer size 
a > \\\Lancuaces, Vocasutary, facts, figures - anything s DELUXE PRINTS 
aa ai.° spoken can be learned while you sleep with new es ‘ Original Picture 
HE on “4 university-tested and proved method. Rush $2.00 Big Discounts for your own use. Returned 
— for fact-filled, illustrated instruction book: 
we *f “SLEEP-LEARNING, ITS THEORY, Appliances, typewriters, phonographs, SEND ANY SIZE 
a APPLICATION & TECHNIQUE.” Results watches, jewelry, housewares. PHOTO OR NEGATIVE 
omen guaranteed. Satisfaction guaranteed. 
eket Sleep-Learning Research Association GLENN SWOFFORD FEDERAL WALLET SIZE PHOTO CO. 
— P.O. Box 610-P, Omaha, Nebraska 1023 Gregory St., Greensboro, North Carolina P. O. Box 2448, Dept. TS-11 Kansas City, Mo. 
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PRACTICE 





makes perfect shorthand 


FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 


ow is your shorthand speed 
H program coming along? Are 
vou setting aside a few minutes 
each day for homework speed- 
writing practice? Are you develop- 
ing a good shorthand vocabulary 
that includes easy phrases? Increas- 
ing your shorthand vocabulary is of 
major importance to vou in the de- 
velopment of shorthand 
ease and accurate and rapid tran- 
scription. 

While it is true that a poorly 
written shorthand outline is often 
read more quickly than poorly writ- 
ten longhand, it is still the better 
part of prudence to write both long- 
hand and shorthand legibly so that 
anyone can read it. 


writing 


WE HAVE TOLD you about the at- 
tractive certificates and beautiful 
pins that may be earned on the 
tests. These awards are available 
on the 5-minute tests at 60, 80, 100, 
120, 140, 160, 175, and 200 words a 
minute. The 200-Wam award con- 
tains a diamond! You may have the 
potential for earning it with suffi- 
cient practice and attention to the 
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development of shorthand writing 
skill. 

An attractive series of certificates 
is also offered on 3-minute tests at 
60, 80, 100, and 120 words a min- 
ute. One of the important values 
of the 3-minute tests is to give you 
a boost while you are practicing 
for the 5-minute test. 

Suppose you have already earned 
the 100-word certificate and pin on 
the 5-minute test, and you are 
practicing for the 120-word pin and 
certificate. As soon as you are writ- 
ing 120 words a minute for 3 min- 
utes with accuracy, you will find 
that earning the 3-minute certifi- 
cate will give you just the “lift” 
you need to carry on for the 5-min- 
ute test. 

It is so easy to obtain speed 
when one has learned the system! 
I recall an experience I had some 
years ago, when I was teaching a 
first-year night-school class in New 
York. The school was holding its 
annual open house for parents, 
businessmen, and other visitors. 
Our class was asked to participate 
in the program by demonstrating a 


1956 


dictation test. The students were 
writing 60 to 100 words a minute 
on new and practiced 5-minute 
tests. “That speed is slow for a 
demonstration,” we pointed out to 
the class. “How about intensive 
practice for 150 or 200 words a min- 
ute on a short-letter test?” The ex- 
pressions of amazement and incred- 
ulity were truly comical. 

We selected a letter of approx- 
imately 350 words, reviewed briefly 
the phrases and new words, and 
then dictated—slowly, at first, in 
order that the students might get 
the “feel” of the outlines and the 
contents of the letter. Then the 
dictation was given faster and 
faster. Back again to 80 and 100 
words for control of outlines—and 
then the series of dictation tests at 
175 words a minute. Several of 
those students were> writing 175 
words a minute on the 2-minute test 
at the end of that hour! The hearty 
round of applause that the class 
received was the greatest reward 
that could have been given. 

Of course, an accurate and well- 
typed transcript is the ultimate aim 
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of shorthand writers. Business 
Teacher, free to shorthand and typ- 
ing teachers on request, contains 
office-style dictation tests that are 
tailor-made for testing your tran- 
scription proficiency. If you are 
typing transcripts at 15 or more 
words a minute, ask to take these 
tests. Add the attractive Transcrip- 
tion Certificates and beautiful OBE 
Pins (Emblem of the Order of Busi- 
ness Efficiency ) to your collection! 


Because transcription speed de- 
pends not only on your shorthand 
ability but also on your typing skill, 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


give attention to extra typing prac- 
tice, also. The Competent Typist 
Test on page 46 offers excellent 
material for practice, and many 
awards may be earned on the test 
as your speed increases. For ex- 
ample, you may earn the Typing 
Progress Certificate for typing at 
30 net words a minute on a 10-min- 
ute test with not more than 5 errors, 
the Competent Typist Certificate 
for 40 words, and the certificate 
and/or gold Competent Typist 
Emblem Pin for 50 words. The pins 
and certificates are also offered at 
60, 70, and 80 words a minute; 





at 90 or more words, only certifi- 
cates are issued. 

Schools using 5-minute typing 
tests only are offered this fine 5- 
minute Typing Accomplishment 
Test Program. 

The Gregg Awards Instruction 
Booklet, which explains the com- 
plete awards program including the 
club prizes, will be mailed free of 
charge to any teacher, class presi- 
dent, or office supervisor on request. 
Send a self-addressed, stamped en- 
velope. 

Increase your career potential 
with profitable practice now! 
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[Current Date] 


Mr. Henry M. Johnson, Personnel Director; Good- 
win, Graham & Gibson; 184 Sanford Street, Minne- 
apolis, Minnesota. Dear Mr. Johnson: We have just 
received your reservation for the Gold Room at our 
hotel. It is one of our nicest rooms, and I have no 
doubt that you and the members of the Twenty-Five 
Year Club will like it very much. The seating capacity 
is 75, which makes it ideal for your group of 60. 

Enclosed is the menu I suggested on the phone 
yesterday. If it is acceptable to you, please call me as 
soon as possible so that we can go ahead and have it 
printed. 

There’s another thing I’d like to ask you. Our agree- 
ment called for flowers on each table. However, I was 
wondering if you’d like to have small corsages made 
up for the ladies present and a boutonniere for all the 
men? It is not necessary, but it occurred to me that 
you might like something like that. The flowers could 
be given out at the door. 

I think that the arrangements for the dinner are go- 
ing along very well. If you have any questions at all, 
please feel free to call me. We are glad to be of service 
to you and will do all we can to make your dinner the 
best one yet! Sincerely yours, Mr. Russell R. Miller, 
Manager 











t Aas f 

Suggeste enu for . 
Prete, Dusan Dron 
oi Twenty-Five Year Club Dinner 


yw 
wv t 
on Wednesday, raat 195@ 
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Appetizers 
Shrimp Cocktail Fresh Fruit Cup 


Consommé 


a 
Entrees 


Roast Turkey, Mashed Potatoes, Carrots and 
Peas, and Cranberry Sauce 


Broiled Swordfish with Butter Sauce, Baked 
Idaho Potato, and Peas 


Roast =f, Baked Idaho Potato, and Buttered 
Broccoli 
Primer Kibe ae ae 
e 


Desserts 


———————__ 


% 
Baked Alaska Pineapplfe Chiffon Pie 
ww 


_— Ya withe, ber Oram ont Shiuhbrrnas 
. Cert —~(Choice of foffee or fea) 


Seeeessessseesssssssesseesesessetetetesesseesrssssetesessete 


Hotel Alexander 
tr Fifth and West Streets 
“ey Minneapolis, Minnesota 
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OAT 
JIUNIOR 


Type this four-paragraph letter in 

any style you wish. 

Retype it as many times as you 

think necessary. Of course, you'll 
submit only your very best specimen for 
an award, 


In typing the letter, strive for 

(1) neatness (type clean and clear) 
and good placement, (2) accuracy—no 
strikeovers or typographical errors, 
and (3) uniform indentation. 

(4) Leave a blank line between 
paragraphs, even in single-spaced 
material. (5) See that your spelling 
and punctuation are correct. 





TO GET YOUR AWARD 


Mail your work to the Greeg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Novem- 
ber copy is good as membership tests 
for OAT, CT (page 46), and OGA 


awards until December 20, 1956. 











OAT 
SENIOR 


For a Senior Award, submit 

the Junior Test (letter above) as well 
as a corrected copy of the menu 

that appears alongside. Type 
carefully and be sure to make all the 
corrections indicated in the 
rough-draft copy of the menu. 


Practice both tests until you are sure 
that you have produced your 

best work. Then submit your entry 
for an award. 


You may use either plain paper or 
letterhead for the letter. 
For the menu, use plain paper. 

















NOVEMBER COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each. additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

Words Words 
The easiest way to express my feel- 7 thinking over my short stay, it seems a _ 342 
ings about my week in Florida would 14 shame that I was so professional as to 350 
be to say that it wasa dream cometrue. 22 attend the meetings during such won- 357 
To a poor schoolteacher, atrip to this 30 derful weather, instead of going to the 365 
vacation paradise is as remote an idea _ 38 beach. I did take time, however, to see 373 
as a trip to another planet. But I hada _ 47 some of the interesting sights before 381 
convention to attend; and, with thisas 55 leaving. 383 
an excuse, I packed my luggage and _ 2 Cypress Gardens was one of the high 390 
took the train south. 66 lights of my visit. Gliding along the 398 
A trip of eleven or twelve hundred 73 lake in an electric boat, one is im- 405 
miles seems long, especially when one 81 pressed with the beauty of the sur- 411 
sits all the way. But, as the train moves 39 rounding botanical gardens. The same 419 
deeper into new territory, the view 97 tour took me into the central part of 427 
from the windows can usually provide 104 the state, where phosphate is produced. 435 
a fascinating diversion. So it was on 112 The tour guide told us that more of this 443 
this trip. By the morning of the second 120 important mineral is produced here 450 
day, the landscape looked quite differ- 128 than in any other state in the country. 458 
ent from what I had been used to. On 135 On my visit to the large citrus groves, 466 
both sides of the train were woods of 143 it was fascinating to see grapefruit and 474 
southern pines. As we moved farther 150 oranges growing in much the same way 482 
south, the weather became warmer. 157 that apples do at home. I learned that 490 
Pretty soon we had reached our des- 164 not only citrus fruits, but also cattle, 498 
tination. 166 both beef and dairy, bring this region a _ 506 
The scenery and weather, both im- 173 large income. 509 
portant tourist attractions, did not dis- 181 One crop that my guide did not talk 516 
appoint me in the least. Bright flowers 189 about is the tourist crop. True, the tour- 525 
bloomed all over in a riot of color. Tall 197 ists are not produced here; but most 532 
palms lined the avenue in front of my _ 205 certainly there is a rich harvest from 540 
hotel. They were indeed a sight to see, 213 them. Florida is one of the most popu- 548 
with their straight and very smooth 220 lar playgrounds in the country. Yearly, 556 
trunks rising as high as sixty or seventy 229 visitors come from all over the world 563 
feet in the air. I never grew tired of 237 and spend their money on food, hotel 571 
seeing these magnificent trees. 243 bills, tips, souvenirs, and entertainment. 580 
The weather was very pleasant. The 250 Florida is truly a paradise for camera 587 
natives called it hot, but it delighted 258 fans. The bright flowers are not the 595 
me. It was wonderful to be basking in 266 only sight one wishes to capture on 602 
the sun and swimming, in the middle 273 film. Every night, as the sun goes down, 611 
of November. Though a little rough, 281 the sky presents another beautiful 61s 
the ocean was warm and pleasant. I col- 289 scene, never quite the same asthe night 626 
lected a few pretty shells from among 296 before. I had my last glimpse of this 634 
the thousands that had been washed up _ 304 dreamland at sunset time, when the 641 
on the shore. It was difficult to tear my- 312 majestic palms were silhouetted against 649 
self away from the beach to go to the 320 the richly colored sky. A big full moon 657 
convention meetings. The meetings 327 rose at the very last. 661 
had their interesting aspects; but, 334 (Repeat from the beginning to complete « ten-minute sect.) 


Written especially for Gregg Awards candidates by Ruthetta Krause 


46 TODAY’S SECRETARY @ November, 1956 








05 


97 
61 


er TES 


| 


TRANSCRIBING 


SPEED 


PRACTICE 





The material below is the same as 


the C.T. Test across the page, and it is provided so you ca 
from shorthand, Compute your rate on this word-counted material in the same wa 


ur speeds of typing from print and 
when typing the C.T. 
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Be Habitually Neat 


BY MARGARET OTTLEY 


MANY ARTICLES LA, a 
"A a at See 
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C — GP, The first thing Monday moming 


How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Six of the Manual. 


This material is counted in groups of twenty “standard” words each, so that you 
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can estimate your reading speed. 
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Scholarships for 


THE SECRETARY 
OF | 
TOMORROW 


Mos DOESN'T GROW ON TREES today, nor 
is there anv hope of sowing pennies and harvest- 
ing a crop of dollar bills. These somewhat discourag- 
ing facts are all too evident to the ambitious high 
school student who is eager for further education, but 
can see no way of financing it. Fortunately, his plight 
is not hopeless. There are scores of scholarships avail- 
able; and, with a little effort and a bit of luck, the 
future scientist, author, diplomat, or business tycoon 
can achieve his (or her) goal. 
Bur WHAT ABOUT THE GIRL whose ambition it is to 
be a top-flight secretary? She, too, may want to 
continue her studies in business school or college; 
she, too, may find it impossible to supply the funds 
necessary for the purpose. Are there monetary awards 
open to her—awards that will pay, in whole or in 
part, for her secretarial studies? Happily there are 
—thanks to the National Secretaries Association. 

This organization, through its 374 chapters, spon- 
sors a program of scholarship awards for the “secre- 
tary of tomorrow.” The program is carried out on a 
local level, with each chapter picking its own winner 
and footing its own bills. 

The majority of the local chapters have a Scholar- 





ship Committee whose purpose is twofold. First, the 
Committee is responsible for raising the funds neces- 
sary to award a scholarship to a high school senior 
who wishes to continue her secretarial studies beyond 
the high school level. Second, the Committee works 
with the local schools in deciding just how the win- 
ner will be selected. 

The awards, granted each June, vary in accordance 
with the size of the chapter. Many groups offer full 
scholarships worth hundreds of dollars. Others, while 
building up a four-year scholarship fund, also present 
an annual award of $50 or $100, to be used in fur- 

















BY ELIZABETH JAY 


thering the student’s secretarial training at the school 
of her choice. 

To give you an idea of how the scholarship pro- 
gram works, let’s take a look at the work of a local 
chapter in each of the four main NSA districts in 
the United States. 

Northeastern District. The Lake Shore Chapter 
in Chicago, Illinois, offers a Secretarial Certificate 
Course, valued at $700, at Northwestern University. 
The chapter pays for the winner’s tuition and books 
for two full semesters and a summer session of day 
classes. Candidates, selected in co-operation with Jun- 
ior Achievement of Chicago, must submit a letter of 
100 words or less on “Why I Wish to Become a Secre- 
tary.” They are interviewed, screened, and voted on 
by the chapter. The winner must maintain at least a 
C average in order to retain the scholarship. 

Southeastern District. The Birmingham, Alabama, 
Chapter holds a semiannual contest among graduating 
students of seven high schools. Candidates are given 
two tests—a written test in stenographic skills and 
business aptitudes, and a series of oral interviews 
by three outstanding businessmen. The winner re- 
ceives $50 toward her secretarial studies. 

Southwestern District. The Woodworth Chapter, 
Port Arthur, Texas, offers the Mary Woodworth Sec- 
retarial Scholarship, worth $250. Candidates are nom- 
inated by school principals. They must have a high 
scholastic average and a desire to enter the secre- 
tarial profession. The registrar of the local college 
selects the one best qualified. 

Northwestern District. Oregon Trail Chapter, Port- 
land, Oregon, pays full tuition for two terms of a 
secretarial-science student at Portland State College. 
The student is selected by the professors, the de- 
partment head, and the chapter itself, on the basis 
of financial need, academic ability, and personality. 


OTHER NSA CHAPTERS have similar programs—all de- 
signed to convince the secretarial student of the need 
for a broader education and a professional attitude 
toward the career she has chosen. Such a program 
guarantees a bright future for tomorrow’s secretary. 
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GINIE UNDERHILL’S 
MONTHLY BUDGET 

eee High-Paying Jobs Go to Girls 

+. fine Niees peg see Beep Who Can Take Fast Dictation 


tions for taxes, employee 


Employment agencies prove 





benefits, and savings................ $160.00 Rapid shorthand skill is one of the most sought-after 

Husband’s allowance abilities in business today, according to recent employ- 

from the GI Bill for ment agency records. Now Dictation Disc Company 

a his education....ccccssssssssssssssssnee 135.00 offers you a proven home method of boosting your speed 





—and your earnings—with only 15 minutes practice a day! 
Total monthly income $295.00 





Don’t let ‘‘Shorthand Stutter’’ keep you from 
- EXPENDITURES Earning $10-$25 MORE per week . . . speeds up to 130 wpm 


NIE. iki ta biy saisuierseddinsacscsantemmasonvesial $62.00 Whatever your present speed, there’s a custom- up to 130 wpm. Satisfied users report salary 
‘aay J . ie quality Dictation Disc (made by RCA of pure increases of $10-$25 a week and more .. . and 
RSPOCOEIES, CRCQUTND cccicssvsvsssansesicocata 50.00 unbreakable vinylite for any speed phonograph) leading shorthand schools for Gregg, Pitman, 
> ¥ Bus fare, RIMCHeS.....0cccccccccsccsiccscsscsee 35.00 of specially timed dictation to help you get rid and Stenotype use and recommend Dictation 
Clothi iow 0 of “shorthand stutter” . . . eliminate waste Discs. Send for yours today. MONEY BACK 
AOUMING TOF DOCN........cceereeeereeserees 20.00 motion between strokes . . . bring your speed IF NOT DELIGHTED. 
n Entertainment (football 
vi ; g } acaveccescocecssosecce . 6 
Ee ne oe MD 10.00 MAIL COUPON a 45 rpm 78 rpm 333 rpm LP 
> é $1.75 each $2.50 each $5.00 each 
Refreshments for 
£ O No.1 60& 70~ 4 ON ‘ 
ee LJ ° 7 pm () No. 1 60& 90 wpm 
/ entertaining guests...........c:sccc00+ 10.00 TODAY € No.2 70 & 80 wpm = 1 No.2 70 & 100 wpm 
/ Gifts (anniversary, _} No. 3 80 & 90 wpm oa 
: Idi TO : No. 4 90 & 100 wpm oO O No. 3 90 & 120 wpm 
We, GIN. Fiseccctccaccsccacacisiccieczics 8.00 5 r] No. 5 100 & 110 wpm } [}) No. 4 100 & 130 wpm 
) } Magazines, new BDADSTS x cesecccenceccensess 7.00 se No. 6 100 & 110 wpm a C) Complete set $18.00 
P ' Utilitie 700 DICTATION § No. 7 110 & 120 wpm . 7) Ratios coches 008.80 
<r : REBUECS § cccccccceces od ececceeceeceescccccsesccccees i. 1 “} No. 8 120 & 130 wpm r) L entire series 3.5 
Oe RO ER PIA IEe LI, NaS DN 6.00 ' |} Complete set of 12” Standard 78 rpm records $18.00 
Telephone 5 75 DISC C0 ' Complete set of 45 rpm EXTENDED PLAY records $12.50. 
POPP PCE EC OOSOCSOOOCOOOOOCT COC TT TTT eT Te Jett 
Dog (feeding, care )..............c..00000- 5.00 : : eee eee rye eee eer ee rT hh) were ie ee ri 
Household furnishings ...............00068 5.00 170 Broadway ; 2 a ETS ae ae se ee SE ee 
Toilet articles 5.00 F we 
‘ ech gant eau ieee meade a A: : 
oa, RCE te 1.50 Dept. 1911, Fees oneetedsonepaan iy enamarengeuenns  venrnentparwess 
F Ee eR i ticncvtncoichncesinzsicccmnnncleniiliiia 1.00 New York 38. N.Y - CETTE eT eT TTR Te Pee er rere 
; . Enclose check or M O. (add 35c for postage) 
Total monthly expense $248.25 . SPEED GUARANTEED OR YOUR MONEY BACK 














Out of their earnings, Ginie and 

) her husband lay aside an annual 
total of $700. From this amount 

they pay his tuition and Federal, 

State, and city taxes. Christmas 


presents and their annual vacation types her best 
are also covered by this sum. 
using the 


HERE ARE SOME budget-saving prac- 
tices for stretching their income: Llberiy COPY HOLDER 
Ps 1. Vacations are spent at a state 


park. A comfortable cabin costs 
them only $24 a week. 

2. They have a magazine-and- 
book pool. They exchange periodi- 
4 F cals and books with families and 
friends so that they are able to en- 
joy all the reading they desire at a 
‘ 4 nominal cost. 

3. Dining out is limited to spe- 
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FINGER | 
FANIGUE 2 


Not with TICONDEROGA 


5 
2 
b 
: 
g 
“I Fingers won't cramp or tire even 








cial occasions like birthdays or sfter teug cestlens with 0 Dien 
aa aie caer ad @ all-Metal—one piece Ticonderoga pencil. No finger fa- 
— 4. They do not own a television © “sigh tovel” csuventense tigue common with other writing 
set. If there is a special program @ holds postcard to phone book without tipping instruments. Prove it to yourself. 
1g- they are interested in seeing, they Today's secretary has found the Liberty Copy- Try Ticonderoga — it’s Leadfast. 
. ; — on. 2 : holder an efficient aid for faster, better typing ’ 
go to one of their families’ homes ... Mo gadgets or devices to detract the user. , 





. > telec: Designed so it puts copy in full view at correct . 
for the telecast. . angle for cosy. efficient work. Sise: 7° wide. TIC ONDE: 
5. They never spend their last 


94" high, 5” base. So low in cost every typist 
z penny. They always hold back in your office should have one. THE JOSEPH DIXON CRUCIBLE CO. 
something to take care of such ORDER NOW! If not available from your Pencil Sales Division, T-17 Jersey City 3, WJ. 


2 ; local stationer, order direct from— 
emergencies as a new automobile 


tire, an unexpected doctor’s bill, or Sanhoos of Lei Meal iiaroae Miiducte 
an unplanned trip 720 S. Dearborn Street © Chicago 5, Illinois 


BANKERS BOX COMPANY 
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"MultiKopy’” 


when you want 
quality carbon papers 


CHECK THESE WEBSTER FEATURES: 


Vv Measured scale edge on every sheet pre- 
vents running over bottom of the page. Makes 
carbon handling cleaner and easier, too. 


w fo fo fo fm [a ld fa [a [a fo [a |v [4 [a [o | 
Pie BEI IRIE BIS 18 16 13 IF Is io 
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Vv Stays flat — even in extreme tempera- 
tures. It’s longer wearing which means more 
economy per sheet. 
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Vv Weights and finishes to fit your individual ~ 
typing requirements. U 
R 
: ; , 27A 
At leading stationers’ everywhere “26M 
make it clear... you want 255 
24 
WEBSTER DURAMETRIC ant 
—— 
22 
21 I 
20 C 
@® j-2 
18 
172 
CARBON PAPERS ns 
15 
FREE SAMPLE. Fill out the coupon and staple to 
your company letterhead. 
| F. S. WEBSTER CO. 1W 
| 17Ambherst St., Cambridge, Massachusetts lof 
| Gentlemen: Please send me a sample of Webster's Ig 
! Durametric Carbon Paper. Is 53 
; Name IZE 
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(make of typewriter) i= 
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SECRETARY WITH A DOUBLE LIFE 


(Continued from page 13) 





During Ginie’s stay in the Governor's office, she 
married Thomas Avery Underhill, Jr., also a native of 
Richmond. At the time, T. A. (everyone calls him 
that) was in the Navy. Previous to his service call, he 
had attended Hampden-Sydney College in Virginia. 

As the time for his service discharge approached, 
Ginie decided she needed a more remunerative job. 
Since T. A. was planning to follow in the footsteps of 
his dentist father, she knew that there were at least 
seven years of schooling ahead. Ginie was determined 
to help her husband achieve his goal. 

For a good many years, Ginie had dreamed of a job 
in which she could combine secretarial skills with ini- 
tiative—preferably in advertising or publishing. Her 
deep interest in these two fields dates back to a high 
school journalism course and an elective course in 
advertising at William and Mary College. 

“When I walked out of Mr. Corwin’s office after the 
initial interview, I knew this was exactly the job I 
wanted,” she declares. And Mr. Corwin decided that 
Ginie was exactly the secretary he wanted. She began 
working for him within a few weeks. 

When Ginie’s husband returned to civilian life, he 
enrolled in the University of Richmond’s predentistry 
course. He soon discovered, however, that he had little 
liking for the many science courses in a predental 
curriculum. When he considered changing his major 
to English, Ginie was agreeable. 

“A man must be in a field he likes,” she sympathized. 
“And I wanted my husband to follow the dictates of 
his own desires.” 


SINCE THE UNDERHILLS live according to a very strict 
budget, they wisely limit their social and recreational 
life to simple activities. They enjoy drive-in movies, 
football games, and an occasional evening of bridge 
with another couple. Their one luxury is a hunting dog 
—Hegel von Fueherheim—a registered German short- 
haired pointer they bought a year ago. 

“When I married T. A., I married a hunter. And he 
says a hunter has to have a dog; thus, Hegel was added 
to our family circle,” Ginie explains. 

Actually, hunting provides the Underhills with 
plenty of game in season, which they serve to their 
friends for festive dinners. 

“And how do you manage to do so many things as a 
homemaker and still meet your job responsibilities 
with vitality and enthusiasm?” we asked Ginie. 

Her expressive face was thoughtful for a moment. 
Then she responded with this reasoning: “It wouldn't 


-be easy if I didn’t have a husband and a boss with 


good dispositions. They are both considerate and ap- 
preciative, so my double job of pleasing the two of 
them is a real challenge. Without their sympathy and 
understanding, my two jobs would be a tremendous 
chore. As it is, I find the combination of homemaking 
and a career a real joy.” 
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IT’S ALL IN THE MIND 


(Continued from page 24) 





Are the ng and nk straight in the last two out- 
lines? Do the outlines run downhill? Notice par- 
ticularly the difference in size of the two strokes. 


DRILL 6 


Oa FO le lee 


Cane, came, gain, game; kick, cake. 

Wreck, regular, rack, rag; kill. 

The circles in the first four words should come 
below the rest of the outline. 

If the k in kick and cake is started on the line 
of writing, the circle should hang almost completely 
below the line. A common error is the fault of lift- 
ing the circle so that no part of the outline comes 
below the line of writing. 

In the second line of drill words, the circle should 
be fitted smoothly to the reverse curves—if the circle 
were erased the two curves would join smoothly. 
{ common fault is the occurrence of an angle 
angles on the large circles. Notice that the large cir- 
cles take the form of an ellipse. 


DRILL 7 


me ar ee ee 


Of, was, hope, object; row, tow, no, most. 

Body, so; what, order; or, of course, organize; call. 

Keep the o hook deep and narrow. In all the join- 
ings on the first line, the two ends of the o should 
be on a level. A frequent error is the tilting of 
the o so that it resembles an s; or the opposite fault 
of making the end too long, causing it to look like 
an added t. 

In what and order, the hook should be kept narrow 
with the sides parallel. In of course and organize 
the writer must be careful to start the k and g as 
soon as the o has been completed. Otherwise, it would 
look as though an r had been included in the joining. 

In call, the beginning of the o traces back slightly 
on the k. 

In next month’s issue, we shall cover additional 
pointers for helping you to write better-looking short- 
hand. Meanwhile, practice these drills in the manner 
suggested, and see if you don’t notice a marked im- 
provement in your shorthand writing. 





ABOUT THE AUTHOR: Charles Rader is a platewriter 
for Gregg shorthand textbooks and is shorthand produc- 
tion supervisor for the Gregg Publishing Division, 
McGraw-Hill Book Company, Inc. 
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SMEAD’S 
TELL-I-VISION SYSTEM 


REG. U.S. PAT. OFF. 


~_—— SIMPLE TO LEARN 
IT is —— >> EASY TO OPERATE 
__—> FLEXIBLE 
__->> GROWS AS NEEDED 


It is simple to learn because it reads like a book, from 
left to right. Starting on the left the primary guides are 
staggered to permit scanning while their alternating blue 
and orange tabs provide a eglor signal system. In the 
center of the drawer the green-colored tabs of the mis- 
cellaneous folders stand out prominently for ready 
reference. On the right hand side of the drawer the 
individual name folders often are distinctively marked 
with Smead’s Spi-Roll folder labels available in eight 
different colors for particular classifications. 


TO FILE YOU SIMPLY DO THIS 


2 Find The Individual Name Folder. 
(For occasional correspondence file in the green miscellaneous folder) 
3 Insert New Correspondence. (Latest data always to the front) 
And finding is as easy as filing with Smead's Tell-l-Vision System, 


1 Locate The Primary Guide. 


FREE SAMPLE. This little folder contains some 
valuable tips on good filing procedure 
when, where, how to file . . . and what with 
; . (Smead’s supplies of course). We think 
you will find it well worth asking for 











—_ eee aaa —————— Ee ae 
SMEAD MANUFACTURING CO., INC. 
| HASTINGS « MINNESOTA 

| Please send us a free copy of your Do's and Don'ts of filing, | 
| Nome _ meiinnniliemapeiinennntinnsanintineiiimbbanens - | 
| Address an oe - — 
| | 
| City eS tl _ | 
| Ordered by. Se | 
am au» a= a= a> <n an anenenananenanananeanen aeendnan anand’ 
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YOU Save 56% Typing Time When 


Typing the Titles for Indexes & Guides! 





—— aA 
4 enn? .*. 


me : ° 3 we our aca 
INDEX 


TABBING! 


Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 





-_ : oa 
seid il AICO TYPERITE Tabbing has blank 
: wn ee insert strips that are typewriter 
poreeo’ eeecsonsancocaass: spaced to permit the use of the line 
ie oR space lever when typing titles. Ends 
‘ the need lor solt roller wo k to cente 
frente or position the title on the insert. Re 
° * in duces typing tatigue & errors. 
eS | 
ry {; NOW! The Insert Strips For AICO 
¥ . GUIDES Also Typewriter Spaced! 
nim You can now enjoy the same time saving 
Group Of AICO Guides work saving features on typing the titles 
Check File Guide—Open for your Guides. Make filing, finding 
Shelf Filing Guide— faster, easier and get a neater cleanet 
Tabulating Guide—Out titling job. AICO also makes Guides t 
Guide—Card Guide, etc, your own specifications any size or shape 
Also Custom-Made Guides. with titles to meet your special needs 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 





. 97 Reade St., New York 13, N. Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 
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Thin is the poncil for we!” 
SEMI-HEX 


with NEW 
LANOLIZED 
LEAD 


. . . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. . . first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever .. . perfect for 
shorthand and general 
office work. 





Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 
stationers. 
Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 
5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 
GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 
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ONLY 


EAGLE-A PAPERS 
have the famous 


“HINGE-TOP" BOX 





® Keeps these fine papers neat and clean 
® Lets you slide out the sheets you need 


Why dig and tug to get typewriter paper out of a box... 
and get soiled, wrinkled sheets? With Eagle-A’s 
“Hinge-Top” Box, you simply lift the*hinged box end, 
slip out the sheets you want—and they come out smooth 
and bandbox-fresh. Saves time... saves paper! The 
unique “Hinge-Top” Box is available with all Eagle-A 
Boxed Typewriter Papers. These fine papers come 

in a wide choice of grades to fit every office budget... 
in letter and legal sizes, plain or ruled: 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 
TYPE-ERASE: Bond, Onion Skin — with “built-in erasability” 


FREE 
OFFER 


secretaries 
POSITION _ 


and SECRETARIES: clip coupon to firm letterhead. 
ACHERS: cli , 
teachers TEACHERS: clip coupon to school letterhead 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. TS 


Send your free Letter Placement Guide and 
Miniature Sample Booklet of Eagle-A Boxed 
Typewriter Papers: 


NAME. 





vt 
| 








WALLET SIZE 


PHOTOS 


25.51% 


PLUS 10¢ 
SHIPPING 


SIZE: 242 x 342 





FREE = 
SAMPLE 
RESUME - 


HERE’S THE SPECIAL QUALITY PHOTO SECRETARIES PREFER 


You receive free, three full pages — a one page sample resume and 
two pages of instructions, to help you prepare the resume to use with 
your wallet photos. Order extras at same time for gifts — relatives, 
family, friends and for identification. Your original returned unharmed 
with 20 special quality 2% by 3% silk finish, double weight photos plus 
free sample resume. 


You'll love your pictures or money returned. 


| , apoucanon PHOTOS, Dept. 28 25 | 
Box 271, Salem, Mass. FOR | 
We enclose portrait or photo and $ for 
wallet photos and free sample resume and instruction sheets. $1 | 
NAME FROM| 
ONE 
ADDRESS : pose! 
1 CITY ZONE STATE aes 








Graffco never 
lets me down / 





Nu-Vise Meta! a 
Sognals for “Vertical” Records 














“How I used to dread the sudden call 
for facts They 
records and on the maps . . 

Now Graffco Signals and Maptacks 
spotlight all important classifications for 
instant And they 
never forget! There is a special Graffco 
product for every kind of record hous- 
ing, 


and figures, were in the 


. but where ? 


action. as reminders. 


maps and charts. 
color folder describing them all. 


Graffco SIGNALS 


and MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 


54 Washburn Avenue, Cambridge 40, Mass. 


= 
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Write for free 
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Nu-Viz Metal Signals 
for “Visible” Records 





“s 
Cellugrat Transparent Signals 
for “Visible” Records 






















Crimpg 
for Protected “Visible” toe 
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HOW TO WRITE SHORT NOTES | 


(Continued from page 17) 





May we congratulate you on your community spirit. | 


Letter No. 2 uses a completely different approach. 
The first sentence is positive. The second gives a 
reason for refusing that makes sense. The second 
paragraph keeps open the lines of communication in 
that it offers help—without incurring any cost to 
the writer. The last paragraph is designed to make 
the recipient feel better about the whole thing. 


Good-Will Builders 


Most of us are so accustomed to ingratitude that 
an occasional “thank you” assumes undue proportions 
and gives us a lift. In business, that lift creates good 
will. And good will increases profits. 

Employers emphasize the techniques of building 
good will in face-to-face situations. But very few 
employers consider the business letter as an ambas- 
sador of good will. They are not alert to the oppor- 
tunities presented by the daily mail. | 





One of the main contributions of the good secre- | 
tary, therefore, could well be the writing of appre- | 
ciation letters that her boss would never think of | 


dictating. Let us consider some typical situations. | 


Customers. Why take for granted a customer who | 
always meets his obligations promptly? Why not let | 
him know that we like to do business with him? We | 
could write to him and say: 


Your name came to mind this morning, and I was | 
thinking of the number of years that we have been | 
business associates. | 

It occurred to me that you might like to know) 
that I consider you one of our best customers, and | 
I do hope that we shall have many more years of 
pleasant business fellowship. 


Venpvors. Vendors—the people from whom we buy—| 
are very important in the business world. They are | 
in a position to do many favors, favors that result | 
in increased profits. 

Suppose that a vendor sent some extra, matching 
buttons with our shipment of dresses. Surely the | 
least we can do is thank him, thus: | 


| 
| 
We were very pleased to receive the extra buttons | 
with our order No. 767. 
. . i 

It is these little acts of thoughtfulness that have | 
made us appreciate your excellent service. 


| 
| 
MisceLLANneous. A letter of thanks should be sent | 
whenever a person would naturally say “Thank you.” | 

Why not become an expert in writing short notes | 
for the boss? It will increase your prestige with him, | 
and his prestige with business associates. Both are | 
goals worth achieving. 








PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 


(2) Automatic rotation of sheets of carbon gives 25% more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 
Department S$ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 


75c¢ each. 
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"My boss thinks 
I never make 
a mistake" 


Miss H. E. S., Secretary 
to a Pittsburgh Engineer 





‘Blaisdell 


Le — 


L454 r4e) 


PAPER WRAPPED 


~- 
oF mm, 
a 


“on, 


Erases typing 
ink or pencil faster 


and cleaner! AT ALL DEALERS 


BLAISDELL PENCIL COMPANY «+ BETHAYRES, PA. 





NOW Today’s Secretary Magazine 


Can Become an Attractive Permanent Part of Your 
Business or Home Library. 


These famous Jesse Jones files, especially designed for TODAY’S 
SECRETARY, keep your copies orderly, readily accessible for fu- 
ture + Guard against soiling, tearing, wear, or misplace- 
ment of copies. Will keep 2 years’ copies in perfect condition. No 
irritating wires to handle; allows any copy to be removed. 


relerence 


These durable files 
looks and feels like 


come in a rich blue and gray Kivar cover that 
leather and with l6-carat gold lettering. 


Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
postage for orders outside the 
guaranteed or your money back. 


Add $1.00 
U.S. Satisfaction unconditionally 


i ee ee ae — 
Jesse Jones Box Corporation, Dept. TS 
P. B. Box 5120 


Philadelphia 41, Pennsylvania 


Please send me, postpaid, 


TODAY’S SECRETARY 
Bill Me (J 


FOOGs:, WMI: kcgsercsasnnstinebocssindetninabaaseeneeronens 
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NEW EDITIONS 
of 
Secretarial “Classics” 


STANDARD HANDBOOK 
FOR SECRETARIES 


Seventh Edition—Hutchinson 


Every secretarial student will want to carry this 
“classic” with her right into the business office. 
Truly a standard handbook, it is packed with up-to- 
the-minute information arranged for instant ref- 
Gives special attention to grammar. All 
rules clearly explained . . 


erence. 
- modern practices and 
points of usage presented so simply that students 
have no trouble grasping even the 
cated aspects. 


most compli- 


SUGGESTED CLASSROOM USES 





@ As an available reference book in tran- 
scription and typing classes. 

@ Asa supplementary aid in office-practice 
or secretarial-training courses. 


@ Asa refresher-review course in English. 


The New Seventh Edition attests to the perennial 
and continuing appeal of this valuable handbook 
to secretaries and teachers of secretarial-training. 


648 pp. List, $3.75. 





REFERENCE MANUAL FOR 
STENOGRAPHERS AND TYPISTS 
Second Edition—Gavin and Hutchinson 


Praised by teachers, 
in-service 


office managers, directors of 
training, and by stenographers as an 
effective classroom teaching aid and a handy desk 
reference. Finger-tip access to every phase of tran- 
scription style and English. Especially popular are 
the review exercises, dictionary tests, and illustrative 
aids to the better understanding of English. 192 
pp. List, $1.28. 


Teachers and Training Directors: let us bill you at the 
educational discount. 








GREGG PUBLISHING DIVISION/McGraw-Hill Book Company, Inc. 
330 West 42nd Street, New York 36 


i Please send me: 

copies of Hutchinson's STANDARD HANDBOOK FOR SECRE- 
} TARIES, Seventh Edition. 
| ; copies of Gavin and Hutchinson’s REFERENCE MANUAL FOR 
1 STENOGRAPHERS AND TYPISTS, Second Edition. 
1 (_) Cash enclosed (_) Bill me at my school or firm 
= 


NAME 


ADDRESS 
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Precisi 
Alway 
Spillp 


choice 
wide 


toole 


675 Cooledge Ave. Dept. X-11 


that makes the difference! 


... the razor-sharp, replace- 
able blade found only in the 


ORIGINAL DUX 
the twist 


pocket models, including 
genuine 


CHRISTMAS GIFTS. See 
your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 


It's the BLADE 


on Pencil Sharpener 
sasharp point with 
of the wrist. 
roof container in 

of three colors; 
variety desk and 


leather-gold 
d. FINE FOR 


Atlanta 6, Ga. 














BOUND VOLUMES AVAILABLE! 


Each year 


in June, 


Secretary copies 
one complete, 


Orders now being taken for TS volume 58 and BEW volume 36, 
ready in November. Price: $6. 


No. Available Price 
September 1950-June 1951 1 $4 
September 1953-June 1954 8 $4 
September 1954-June 1955 21 $6 

Business Education World 

September 1944-June 1945 1 $3 
September 1949-June 1950 2 $3 
September 1952-June 1953 1 $4 
September 1953-June 1954 9 $4 
September 1954-June 1955 15 $6 


Today’s Secretary 


Business Education World and Today’s 
are bound with a heavy 
easy-to-handle volume. Many back issues are 
still available. Check the listing below and send your order to 


Gregg Magazines, 330 W. 42 Street, New York 36, New York. 


leather cover into 
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BEAUTY BUYS 





ounce, $5; perfusion 


ounces, $2; Roman Holiday set 
$3.50. All prices plus tax. 


Newest aid to 


grooming 


good 
from the 
Helene Curtis line is a 
purse-sized hair spray 
dispenser. As conven- 
ient as a compact, 
“Purse Spray” comes 
with its own special re- 
fill can of “Ultra” spray 
net—a nonlacquer for- 
mula with a delicate 
fragrance. The plas- 
ticized crystal dispen- 
ser is nonbreakable 
and scratchproof. It 


holds several days’ supply of spray net. 


ounces, $3; 


As exciting as its name 
—“Roman Holiday” 
dusting powder brings 
you a subtle blend of 
florals, 
sparkling — sophistica- 
tion. Introduced to 
America by 


spices, and 


Bourjois 
and attractively pack- 
aged, it’s a perfect gift- 
giving item. Priced 
at $1.50 tor 4 ounces. 
Also included in the 
line: perfume, 1/3 


( ologne, Z 


(cologne and dusting powder 





As a special introduc- 


tory offer; Purse Spray, with a refill can of Ultra spray net, 
is available in a combination package for only $1.85, plus tax. 





Add a distinctive note 
to your cosmetic shelf 
with the attractive new 
box designed for “Yes” 
facial Ele- 
gant enough for the 
most extravagantly ap- 
pointed decor, the 
gold-and-white striped 
package can proudly 
take its place in Mi- 
lady’s bathroom and 
boudoir alongside her 


tissues. 


most costly crystal or beribboned accessories. When opened, all 
visible printed copy is automatically removed from the package. 
Priced at 25 cents for a box of 300 and 33 cents for a box of 400. 


Users of Lentheric’s 
popular “Tweed” co- 
logne and perfume can 
now have this fragrance 
in anew form—“Tweed 
Soft Fragrance Sham- 
poo.” Available in a 
handsome, richly mold- 
ed bottle, topped with 
an amber-colored plas- 
tic cap. Identations on 
the front and back of 
the bottle make it easy 
to hold. Tweed Soft 
Fragrance Shampoo 
creates a mass of lux- 





urious foam that washes new luster, new softness into the hair. 
It is the ideal complement to Tweed perfumed hair spray. Avail- 
able in two sizes: 4 1/2-ounce bottle, 69 cents; 7-ounce bottle, $1. 
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For and About 
Legal Secretaries 


HAT A DAY! Nothing but incorrectly prepared 
documents by purported ‘legal secretaries.’ ” 

This unpleasant tirade was directed toward Eula 
Mae Smith, a high school girl on her first job. As 
she tearfully retyped the offending papers, W. L. 
Gerard, attorney and deputy county clerk at Long 
Beach, California, paced the floor and continued, 
have often wondered why you ‘legal secretaries’ don't 
get together and find out just what is required in the 
preparation and filing of legal documents.” 

The suggestion stayed in Miss Smith’s mind until 
the following week, when she lunched with five other 
secretaries employed local law offices. She asked 
“Why don't we form a club for the benefit of 
legal secretaries? 


them, 
We could share our experiences, 
and perhaps girls who have been in legal work for a 
long time would help us.” The idea appealed to them 
all. So, the six girls, with the co-operation of their em- 
ployers, founded in Long Beach the first Legal Secre- 
taries Association. The organization soon acquired 
other members, some with years of legal-work expe- 
rience that they gladly shared with the beginners. 

THAT WAS JUST A LITTLE OVER TWENTY-TWO YEARS AGO. 
The mistake of an inexperienced legal secretary and 
the constructive criticism of her boss have blossomed 
today from that first organization into the National 
Association of 


with 70 chartered 


chapters in cities all over the country. 


Legal Secretaries, 
New chapters 


are being formed every day, and the Association's 


membership is now over 5000. 
Through its chapters, the Association sponsors train- 
ing courses for young desiring to become 


The 


routine; office manners; and the various types of liti- 


women 


legal secretaries. curriculum covers law-office 
gation and legal procedure and the pleadings, forms, 


and documents used therein. These courses, which 
do not include shorthand or typing, are brief enough 
to enable the student to complete them in a compara- 
tively short time. 


The National 
nonpartisan, 


Association of Legal Secretaries is 
nonsectarian, nonunion, and nonprofit. 
It is interested in helping legal secretaries all over the 
United States to form new chapters in their own cities, 
in offering additional training free of charge, in raising 
the standards and status of the legal secretary, and 
in giving her a feeling of pride that she is a member 
of this profession. 

Inquiries regarding the formation of new chapters 
or about the training program may be addressed to 
Miss Rhoda Valentine, President, The National 
ciation of Legal Secretaries, 610 Scripps Building, 
San Diego, 


Asso- 


California. 
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easy 


».-like peeling a banana! 





new ll iinimaasii 
= folder labels 


faster+neaters+ cleaner 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ... with 
nothing to wet or moisten . 
go on at the touch of a paw . 
neatly, firmly, and swiftly. 






. they 


available in 10 border colors 
plus plain white.. 

248 labels per box —31 sheets 
of 8 labels each. 


Zz he re’s 


a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy .. 
like peeling a banana — in fact 
. Try ’em soon. 


2 easier 


Rolls right on file tab without 
peeling or popping. 


These NEW AVERY file 
folder labels are available 
at all stationary dealers. 
Ask for them TODAY! 











free <—" 





| AVERY ADHESIVE LABEL CORP., Dealer Div. 152 | 
117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago5 

samples ] 1616 So. Caliiornia Ave., Monrovia, California | 
| Offices in Other Principal Cities 

Please send more information and free samples of Avery | 

| self-adhesive file folder labels. | 

Discover their / | my name position | 

utility and | % | 

economy yourself. | company | 

Just send this | 

coupon for your address 7 a 

free samples | “a | 

today. | = _ = — | 

fe eee cee ce ae GD GEES GEED GEES GEES came cane came GuED Gu au Gu a em ad 
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KEANE 
RECORDS 


FOR DICTATION PRACTICE 


Guaranteed to: 
Increase your shorthand speed! 
Increase your transcription speed! 
There is no duplication of material. 


Each record contains 12 full min- 
utes dictation. 


Practice at Home! 


Play these records on your 
home 45 RPM phonograph. 


ORDER BLANK 


Keane Records 
809 South Hobart Bivd., Dept. C 
Los Angeles 5, California 


Please send me: 
Complete set of 6 Keane Records for Dictation 
Practice at $7.50, plus postage 
Individual Records at $1.50 each 
at the following speeds 


plus postage, 
(Please circle) 


60 wpm 80 wpm 90 wpm 
100 wpm 110 wpm 120 wpm 
Remittance Enclosed Please Bill Me 


California Residents add 4°%, City & State tax 

















Name 

Street 

City Zone 

State ‘ 
makes 


NEAT 
ERASURES 


with a 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 


or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, N. Y. 
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TYPEWRITERS 
THAT “READ” 


| ie you ever found yourself 
-£ wishing that your typewriter 
automatic brain? Such a 
wish is not too farfetched, for the 
International Business Machines 
Corporation has put electronics to 
work in the electric typewriter, with 
the result that this oldest and most- 
used office machine has learned to 
“read” while it writes. 


had an 





Picture the secretary who types 
invoices, requisitions, and hundreds 
of other office forms that require 
tabular typing. Each time she rolls 
a different form into her typewriter, 
she has to go through the process 
of resetting the tabulator stops so | 


that she her tab key 
to position the typewriter carriage 
properly for each fill-in area. This 
tedious operation can now be elim- 
inated with IBM's new electronic 
typewriter. Here is how it works: 
desired tabular positions are incon- 
spicuously printed in vertical lines 
on the business form with electri- 
cally conductive ink. These lines 
make the form sensitive to electri- 
cal impulses. When the tab key on 
the keyboard is depressed, a tiny 
sensing unit close to the paper 
“reads” the form and automatically 
positions the typewriter carriage at 
the correct typing point. If nonsen- 
sitized forms must occasionally be 
used, a flick of the “electronic tab” 
lever on the front of the typewriter 
returns the machine to the conven- 
tional manual tab-setting condi- 
tion. 

The electronic unit is mounted 
beneath the keyboard in a small 
metal container within the base. 
Since the typewriter’s appearance 
and keyboard are unchanged, the 
typist needs no special training 
other than a few minutes’ instruc- 
tion. 


Can use 





Why does she 
love her... 
BOSTON 

CHAMPION 





It’s handsome . . . feeds itself . . . won’t 
scratch . . . so easy to operate. . 
beautiful points every time dependable 

.and clean, too—no messy fall-out of 
shavings from pencil receptacle. 


. cuts 


Want to see your office efficiency go up? 
Put a Boston Champion Portable on every 
desk. A small investment—but a mighty 
important one for busy, modern offices. 







All Boston Shar} eners 


guaranteed one year. 


C. HOWARD HH U NT 


PEN CO., Camden 1, N. J. 


Also manufacturers of SPEEDBALL_pens 


ind products 








NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
10 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplitied published 
in Today's Secretary. we have sec ured a 
limited supply of reprints. Each list of 
gx Il 
sheet of quality stock. Prices are as fol- 
lows: 


terms has been printed on an ¢ 


25 cents each 
20 cents each 
15 cents each 

( omplete set of 1O—S$1.75 


Single copies 
10 to 50 copies 
Over 50 « opies 


Cash or check for full amount must ac- 
company order. 

Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 


Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Chemical Electronic 
...Electrical Construction 
...Legal ; Aviation 

Oil «oeeee Contract 

Medical Insurance 


Complete set of 10 
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ASK THE EXPERTS... 


(Centinael join pean EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 





characterized by its reduction in the num- 
ber of disjoined words and brief forms 
and by its enlargement in the number of 
words written in full. 








Since this revision has been put into 



































use, we find that beginners master short- CHICAGO NEW ORLEANS 
hand much more quickly and easily, at- (~ /- — 
tain higher speeds, and (because com- BIRCH ___ Fornishing 7 Planning Relocation? Contact 
plete outlines are more simple to read) See Hees te Ge 
produce better transcripts. * ~~ A-1 EMPLOYMENT SERVICE 
n n 
SECRETARIAL Employer Pay Fee Basis 1409 National Bank of Commerce Building 
' Q. Is it necessary to use a comma in the PLACEMENT 59 E. Madison ° Svite 1417 New Orleans 12, Louisiana 
following address: Route 1, Box 25. \_ SPECIALISTS \ CEntral 6-5670 D, 13 Years Same Management CAnal 4241 
If a comma is necessary, will you please 
tell me why. NEW YORK 
Employers Recommend ~ a ne 
A. Although the inclusion of both a ROLAND AMY LORTON McKAY 
route number and a box number is un- EMPLOYMENT SERVICE Established 1940 
; ital = : F eo : for high standards, excellent f ‘ 
usual, we see no re ason for any sty le othe r and best job applicants. That's ae tay they Personnel Placement—Men & 
than the one you give. Some separation list their best jobs at Women 
of the two elements of the address is nec- ROLAND EMPLOYMENT SERVICE Advertising Industry Publicity 
2 116 S. Michigan FRanklin 2-0320 Airlines Magazines Radio-TV 
essary, and the comma is the natural Fashion Book Publishing Wall Street 








; 30 Rockefeller Plaza—Suite 3030—Call CO 5-3988 
mark. DENVER 


SECURITY EMPLOYMENT SERVICE | | | sc<i<‘2si2lpesitions sith the finest 


firms in the Advertising, Publishing and 


“A Good Name to Remember” for the best in Business Fields in Midtown—Radio 
ae i i ee secretarial positions. Security for the applicant, sae . y i 























security for the employer. No registration fee, City- Grand Central Area are avail- 
(Key to teasers on page 14) very low rates able through the Moran Agency. 
: ee ms MRS. MARIE SMITH, Owner MORAN AGENCY, 545 Fifth Avenue (45th St.) 
SHORT FOR WHAT? 1312 Broadway KEystone 4-7273 
ike l. anonymous; 2. approximate, approxi- 


DETROIT Where High-Grade Secretaries 
& Top-Grade Positions 
Have Met 
For More Than 25 Years 


Confidentially Contact..... 


mately; 3. attorney; 4. cartage; 5. Connec- 
ticut; 6. continued; 7. ex libris, meaning 


per em res ALL JOBS FREE AT 
from the books of”; 8. Messieurs, mean- 
ing “Misters”; 9. revolutions per minute; RU SSELL KELLY 


10. versus, meaning “against. 



































Permanent and Temporary 100 BKOADWAY Migs Marion Steele CO 7-4540 
GEOGRAPHIC SPELLING DEMONS 649 Free Press Bidg. Detroit 26, Mich. 
oe ne; 2 Annapolis; 3. Asheville; 4. (Case & Lafayette? WO 3-9510 SAN FRANCISCO 
O. “ts Be at fr * vy; 6. Cincinnati; 7. O.K.; 
8. soe na; 9. Pittsburgh. i | - “A Step in the Right Direction. 
Want information about employment agencies fy when you visit 
; WHAT'S THE TIME? request, names. of ‘reputable agencies in cities | | Vom WESTERN EMPLOYERS SERVICE 
: : : = not listed here. Send a stamped, self-addressed 4 wr for the best in office positions 
: 1. I wrote to her ye sterday afternoon to envelope with your request. a sf San Francisco’s Largest 
ask her for an appointment, Or: I have a rODAY S SECRETARY “-" 4 NO FEE AGENCY 
: written to her several times asking her for 550 W. 6S SERRE, NEW TORE MS, %. 5. 995 Market St. DOuglas 2-5486 
: an appointment. 2. Every time I came to | ! ! 
\ that word, I hesitated. Or: Every time I 
come to that word, I hesitate. 
3. O.K. . 
4. We discovered several defects in the oOmin ext ont 
machine last week. Or: We have dis- 
covered several defects in the machine 
— during the tryout period. 


5. O.K. 1t°s Christmas all through the year. Ever hear of anyone who 
gets the Christmas spirit eleven months ahead of time? Next month you'll 
meet Irene Cavallina, secretary to the president and creative director of 
1. A packing case; 2. To date anything | Panda Prints, Inc.—a greeting-card firm well known for its artistic studio 
forward to some date in the future; 3. | Cards. Early in January, Irene finds herself thinking ahead to the coming 
An enacted law; 4. Gold or silver; 5. An ss : ‘ : ieee iy 

ciiieniied atime ts dealin os ie Yuletide season. By July, a deluge of Christmas orders has landed on her 

; fraud: 6. Indicating sound judgment; 7. | desk—never to let up until the last-minute rush in mid-December. 
Real estate; 8. Fair, just; 9. Transferring, 
at a regular interval, balances of income Jump in, Girls—the Pool Is Fine. “If it’s in a steno pool, I don't 
— to the proprietorship ac- | want it,” say many young job hunters to their interviewers. Are they justi- 
- fied? No, according to girls who actually work in steno pools. Our December 
OH, THOSE PRONOUNS! issue will feature a series of interviews with a number of happy, well-ad- 
l. him: 2. he: 3. we: 4. who: 5. herself; | justed steno teamsters who reveal that the modern pool warrants a close look 
6. she: 7. l: 8. Whom: 9. We: 10. whoever. | by both the girl starting out on a career and the woman returning to one. 


PHONY DEFINITIONS 








sacah. 
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Shh! The new Royal electric speaks softly 


LISTEN CAREFULLY! Here’s exciting news for every comes in five exciting fwo-tone colors to brighten 
gal who types. (And every boss who listens. up your typing. Two shades of beige, green, coral, 
Royal has cut down the noise of electric typing. blue or gray 


The new Royal Electric is lined with an amazing Everything about the new Royal Electric was 
new soundproof material... actually reduces irri- designed to make your job easier. (Fact is, typing’s 


tating typewriter noises. 13 times easier on a Royal Electric than on a non- 


You'll see what we mean when you try one your- electric typewriter.) And you can tell your boss 
self. Type a few lines. Listen. Have you ever heard it will do more work...and better-looking work... 
an electric so quiet? It’s as easy on your ears as in much less time! 


it is light and easy to your touch. Why not call your Royal Repre sentative today 


And that’s not all! The new Royal Electric for a free office demonstration. 


GY, L electric - standard - portable 


Roytype” business supplies 





Royal Typewriter Company, Dirtsion of Royal McBee Corpora 












HOSOI TINS 






Gsterbrook 
National Gregg Shorthand Contest 









STUDENTS—Ask your teacher to enter your 
shorthand class. Have her send this coupon for 







contest rules and official entry blank. 


& THE 


PEN COMPANY, CAMDEN 1, NEW JERSEY 
e 


CONTEST CLOSES MARCH 1, 1957 1 








Please send entry blank and rules for < 
the new Esterbrook Gregg Shorthand 






Contest, together with copies of con- 






test material for my students. | under- 






stand there is to be no cost or 






obligation for this material. 







THE NUMBER OF STUDENTS I WILL ENTER IS_ 









TEACHER'S NAME 










SCHOOL __ _ — 










STREET ADDRESS 








CITY ee eee 









Entries limited to Continental United States 














FREE! AN ESTERBROOK FOUNTAIN PEN FOR 
EVERY TEACHER ENTERING 15 OR MORE STUDENTS. 


* 8 handsome Cup Awards * Valuable Merit Certificates * Gregg-approved 
Esterbrook Fountain Pens to all winners * Judging in 4 separate divisions * Colleges, 
Business Schools, Public, Parochial and Private Schools eligible * Nothing to buy 
—no obligations * Excellent opportunity for young job seekers to win recognition 


Osterbrook 


AMERICA’S OLDEST PEN MAKER 
CAMDEN 1, NEW JERSEY 





